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Contacts - Quick Reference 

(Contacts listed in ALPHABETICAL order by Office .) 



Office 


Contact 


8 Phone 


E-Mail/Website 


Assignment Unit (HR/EX/ASU) 
SA-3, Suite 4250, 
2121 Virginia Ave, NW 
Washington, DC 


Assignment 
Technicians 

(Process Travel 
Authorizations) 


202-663-0405 

FAX: 202- 663- 
0449 


hrexasu@state.qov 
vveDsiie. 

http://intranet.hr.state.sbu/office 
s/EX/Divisions/AdministrativeDi 
vision/Pages/default.aspx 


Carlson Wag on lit Travel 
Sato Travel 

Main State (HST), Room 1243, 
2201 C St, NW, 
Washington, DC 


Travel Agents 

(Make travel 
reservations) 


866-654-5593 

Direct to HST Off: 
202-223-2238 

FAX: 866-597- 
3743 


DOSta@cwtsatoTravel.com 


Global Financial Services 
Employee Claims Branch 

(RM/GFS/F/C/EC) 

Post Office Box 1 50008 

Charleston, SC 29415-5008 


Customer Service 
Representatives 
for domestic 
voucher issues 

(Process PCS 
Travel Vouchers for 
Domestic moves) 


843-308-5461 
(Ext. 3-5461) 


GFSCECFTRVouchers@sta 
te.qov - Submit vouchers here 
only for Civil Service staff. 

GFSCWOEC @state.qov - 
Submit vouchers here only for 
Foreign Service staff. 

EmDloveeClaims@state.qov 

— for questions on preparing or 
submitting travel vouchers 


Transportation Management 
Personal Property Claims 
— i.e., Employee-Owned Property 

(A/LM/OPS/TTM/TM/CL), 
SA-3, Suite 5100, 
2121 Virginia Ave, NW 
Washington, DC 20037 


Transportation 
Claims Officers 
(Handle claims for 
employee- 
owned property.) 


202-663-0936, 
0938, 
or 0941 


ClaimsQuerv@state.qov - 
Use this e-mail for questions or 
claims submissions relating 
only to employee-owned 
property. 

Website: 

http://almopsttm. a. state.gov/clai 
ms.asp 


Transportation Operations 

(A/LM/OPS/TTM/TO), 
SA-3, Suite 5100, 
2121 Virginia Ave, NW 
Washington, DC 20037 


Transportation 
Counselors (TCs), 

Chief Packing 
Inspector 

(Manage Packing 
and Shipping) 


202-663-0891 
or, 0892 

Outside DC only: 
FAX: 202-663-0967 


TransportationQuerv@state. 
gov 

Use this e-mail for all travel or 
transportation questions or to 
initiate shipments. 


Travel Service Center 

(RM/GFS/F/WO) 

Main State (HST), Room 1258 
Washington, DC 20037 


Cashiers & 
Voucher Assts. 

(Process Travel 
Advances and 
assist with Travel 
Vouchers.) 


202-647-3087 
or 3562 


GFSC-WD-TSC- 

PCS@state.oov - Use this e- 
mail only to request Travel 
Advances. 

[Do NOT send travel vouchers to this e- 
mail. Hand-carry to Room 1258 or e- 
mail to Employee Claims Branch.] 
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INTRODUCTION 

Target Audience: Is this Guide for you? 

This Guide to Domestic Moves provides information primarily for current State Department 
employees and families moving between two domestic locations - that is, areas within the 
continental U.S. that are at least 50 miles apart. It presents guidance for both Civil Service 
(CS) employees relocating from one domestic duty station to another and Foreign Service (FS) 
staff transferring between two domestic assignments.* 

The Guide includes guidance for newly-hired State Department employees moving to their first 
duty station within the continental U.S. for whom travel and relocation expenses have been 
authorized during the recruitment process. These new hires fall into two categories: 

1 . U.S. Government employees transferring from another Federal agency to the Department of 
State with no break in service. (Normally eligible for the same relocation benefits as current 
Department employees.) 

2. New appointees to the federal government moving to their first duty station. (Eligible only 
for limited relocation benefits.) 

[NOTE: The benefits described in this Guide do NOT apply to new Foreign Service 
employees going to Washington, DC, for training prior to being assigned to an 
overseas post. They apply only to those employees whose first assignment (following 
initial training) is within the continental U.S. 

We recommend that staff/families transferring to or from duty stations in foreign 
locations — especially for the first time - review our sister-publication, the It's Your Move 
booklet. It focuses on international moves and serves as a valuable aid to FS staff 
worldwide.] 



rThe regulations and allowances for domestic moves differ from those for international 
transfers. Even the most seasoned FS employee who has moved internationally, and from an 
overseas location back to the United States, should review this Guide when transferring within 
the continental U.S. It focuses exclusively on guidance concerning the regulations, allowances, 
and benefits connected with domestic, permanent change of station (PCS) travel and 
transportation. 




* — This Guide focuses exclusively on CONUS-CONUS. Future editions may include information 
on CONUS-OCONUS/OCONUS-CONUS moves. (Definitions of CONUS & OCONUS are on Page 5.) 
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The Regulations and This Guide 

Everything possible has been done to ensure that the information in this booklet does NOT 
conflict with the governing regulations in the Federal Travel Regulations (FTR) and/or the 
Foreign Affairs Manual (FAM). If a conflict appears, the regulations must take precedence. 

[To report any inaccuracies within this booklet, please send 
an e-mail to TransportationQuery@sta te.go v and briefly 
describe the issue.] 

In some cases, however, the information in this Guide will reflect changes to certain FAM 
regulations which have become Department policy but have not been published yet OR, 
changes which are still under discussion that may be important for you to know if your move is 
still several months away. The Guide includes notes highlighting these pending or possible 
changes. 



How to Find Information Quickly 

You may want to look through the Table of Contents , which follows this Introduction, to get a 
sense of how the information in this Guide is organized. 

Prior to this overview, Section A introduces Basic information that many of you will need to 
know so you can understand the allowances/benefits described in this guide. 

«° Note, especially, that Section B is an Overview of State Department policies on all 
allowances and benefits for domestic moves , listed in three separate tables - one for current 
CS staff, another for current FS employees, and a third describing the limited travel and 
relocation benefits for which new appointees may be eligible. 

«" Appendices at the end of this Guide provide additional and important information for 
anyone making a domestic move. They are referenced in various parts of the Guide. 
Please take time to read each appendix as necessary - especially if this is your first 
domestic move. 
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Common Acronyms and Terms 

Following is a list of common acronyms terms used in this Guide. Some of them are defined in 
more detail within the Guide or its Appendices. 



Common Carrier: For-hire transportation 
companies that run on regular schedules 
and designated routes. In this Guide it 
refers to a private-sector supplier of air, 
rail or bus transportation. 

CONUS: Continental United States - 
locations within the contiguous 48 states 
and the District of Columbia. 

®° CS: Civil Service. 

^ CWT: Carlson-Wagonlit Travel is 

currently (2012) under exclusive contract as 
the Travel Management Center for the 
Department of State. 

«° CY: Calendar Year (January through 
December). 

»■ DOS: Abbreviation for the US 

Department of State - also referred to in 
this document as "the Department." 

^ EFM: Eligible Family Member - any 
member of an employee's family entitled 
to relocate with the employee and receive 
benefits. [Ref: 14 FAM 511.3 (Volume 14 of 
the Foreign Affairs Manual, Section 51 1 .3) and 
FTR 300-3.1 (Federal Travel Regulations, 
Section 300-3.1) under "Immediate family."] 

^ EOD: Entry On Duty - date an employee 
"officially" begins work at a new duty 
station. 

^ ETA: Estimated Time of Arrival - planned 
date of arrival at a new duty station. 

«° ETD: Estimated Time of Departure - 
planned date of departure from current 
(old) duty station. 

^ FAM: The Foreign Affairs Manual - 
contains regulations specific to the 
Department of State. (Some sections apply 
only to Foreign Service employees, while 
others apply to Civil Service staff as well. 
Sections 500-600 of Volume 14, i.e., 14 FAM, 
provide the regulations for Travel and 
Transportation. 14 FAM 630 applies 
specifically to Domestic Transfers for Foreign 
Service staff.) 

FS: Foreign Service. 



«° FTR: Federal Travel Regulations - under 
the purview of the General Services 
Administration (GSA). (Chapter 302 of the 
FTR provides the Relocation Allowances for 
CS staff.) 

«■ FY: Fiscal Year - the standard USG 
accounting year which runs from October 
1 through September 30. 

®= GAL: The Global Address List that is 
available to those with access to e-mail on 
the Department's OpenNet System (also 
referred to as the "Intranet"). 

«° GSA: The General Services 

Administration, which is responsible for the 
Federal Travel Regulations (FTR). 

«° HHE: Household Effects - sometimes 
referred to as Household Goods or "HHG" 
by other agencies. 

«° HR: Human Resources. When used as a 
noun or part of a longer acronym in this 
guide it represents the Department's 
Bureau of Human Resources (HR). 

«= HR/EX/ASU: The Assignment Unit in the 
Department's Bureau of Human 
Resources (HR). Assignment Technicians 
in this unit process all PCS travel 
authorizations (TAs) for State Department 
personnel. 

«- OCONUS: Outside the Continental United 
States - non-foreign locations, i.e., Alaska, 
Hawaii, the U.S. territories and 
possessions. (Currently this Guide does 
NOT provide information on moves to/from 
OCONUS locations. Current plans are to 
include an Appendix in a future draft of the 
Guide to explain differences in the rules 
relating to OCONUS relocations.) 

OpenNet: The Department's Sensitive 
but Unclassified "Intranet" (internal website). 

PAT: Post Assignment Travel - used 
interchangeably with PCS and means the 
same. Travel authorizations for PCS are 
often referred to as PAT orders. 
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«° PCS: Permanent Change of Station - the 
process of relocating/transferring to 
another duty station at least 50 miles from 
the current duty station. 

POV: Privately Owned Vehicle - e.g., a 
vehicle owned by an employee or other 
eligible family member (EFM). 

«° RITA: the Relocation Income Tax 
Allowance. 

«° RM/GFSC: The Department's Bureau of 
Resource Management's Global Financial 
Services in Charleston, SC, which process 
all domestic PCS vouchers and claims. 

^ RTA: the Residence Transaction 
Allowances. 

Web References 



«° TA: Travel Authorization - also called 
travel orders or, simply, "orders." 

«= TC: Transportation Counselor with the 
Department's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

«° TQSE: Temporary Quarters Subsistence 
Expenses. 

«° UAB: Unaccompanied Air Baggage - 
personal belongings needed immediately 
by the traveler upon arrival at his or her 
destination but does not travel at the same 
time as the employee. (Note: An additional, 
separate UAB allowance is available only to 
FS staff.) 

«° USG: U.S. Government. 



The following is a listing of Internet websites that provide valuable information on relocation 
allowances, benefits, and the regulations governing them. You may need to refer to them 
whenever you are unable to access a site using the links provided throughout this Guide. 

For example, some of the links simply identify the details referenced in a website such 
as "FTR 302" or "Per Diem Rates." If you are not using the online version of this Guide, 
you can find the web address for the FTR and GSA's site listing per diem rates below. 

«° Federal Travel Regulations (FTR): http://www.gsa.gov/portal/category/21222 

^ Foreign Affairs Manual (FAM), Volume 14: 

http://www.state.gOv/m/a/dir/regs/fam/14fam/index.htm . 

[NOTE: All links to the FAM in this guide point the version on the Department's 
"state.gov" Internet site so everyone can access this important reference even while 
travelling. Because this version is in "pdf" format, the links open only major sections 
(e.g., 510, 630) and you may need to scroll through the document to reach a cited 
reference.] 

«° Mileage Reimbursement Rates for moving/relocating: 
http://www.qsa, gov/ portal/cateqorv/21284 

Or, http://www.irs.gov/ and type "POV" into the Search field at top, right of screen. 

«° Domestic Per Diem Rates: http://www.gsa.gov/portal/category/21287 . 

Online Version: A Guide to Domestic Moves 

If you only have a hard-copy of this Guide, you may access an electronic copy (which includes 
links to the above websites) at the following: 

On the Internet: http://www.state.gOv/m/a/c8026.htm 

On the Department of State's OpenNet: http://lm.a-State.gov/sts/ 
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A. THE BASICS 

This section provides an overview of fundamental information you should know before you 
read about the allowances and benefits available to you. Later it can serve as a quick 
reference. Section A includes the following basic guidance and more: 

«° What to look for on your "orders" - i.e., Travel Authorization (TA); 

«= Whom to contact if you have questions about your TA or need an amendment; 

«° Where to go and whom to contact to make travel and transportation 
arrangements; 

«° Which documents to submit/update to ensure that your personal information 
(EFMs, addresses, etc.) is correct and to identify your proposed itinerary; 

f A breakdown of Per Diem for CONUS travel and expenses; 

«= Travel Advances and why Civil Service staff may decide NOT to take an 
advance, or at least to request less than the maximum authorized. 



1. Official Authorization for Travel Expenses 

a. Travel Authorization (TA - "Orders") 

Your permanent change of station (PCS) Travel Authorization (TA) is the 
document that officially authorizes all the travel, transportation, allowances, and 
other entitlements connected to your move. It defines your authorized itinerary, 
includes estimated departure and arrival dates (ETD, ETA), identifies all eligible 
family members (EFMs) and specifically lists all allowances and other benefits to 
which you and your EFMs are entitled. The TA also provides funding data for 
these expenses. 

[REF: APPENDIX I provides a sample TA and explains the 
Important details It Includes. Please review the Information In 
this Appendix thoroughly so you can understand exactly 
what Is and, more Importantly, what Is NOT included on your 
own TA.] 

r Always examine your TA carefully to make certain all information is accurate and 
that it includes all the allowances you need and for which you are eligible . You 
will NOT receive reimbursement for any allowance that is not listed on your 
TA nor will your receive benefits for any EFM not specifically named on the 

TA. In addition, if you deviate from the itinerary authorized in your TA you may be 
liable for any additional costs incurred. 

[REF: Later in this Guide, Sections D (Part 3) and I, plus 
Appendix III provide detailed information on the importance of 
following your official itinerary and how reimbursement for cost- 
constructed travel and transportation is computed.] 
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b. Assignment Support Technicians 



The Department's Bureau of Human Resources has an 
Assignment Support Unit (HR/EX/ASU). Assignment 
technicians within this unit are responsible for processing and updating all PCS 
travel orders. 




0 

fJT^~ Contact HR/EX/ASU by calling, S (202) 663-0405, to find out the name of the 
assignment technician who will prepare your TA. (Alternatively, you may e-mail 
hrexasu@state.gov .) Your assignment technician is the person who also must 
make any necessary amendments to your orders based on the regulations and 
other HR policies and procedures. 

(NOTE: If you have access to the Department's OpenNet system, you 
may want to check out the Assignment Support Unit's website: 
http://intranet.hr.state.sbu/offices/EX/Divisions/AdministrativeDivi 
sion/Paqes/default.aspx . A box on the right of the site provides links 
to valuable information. Although a majority of it relates to FS staff, the 
site also provides guidance for CS employees.) 



c. Continued Service Agreement 

Before your TA is processed, your HR specialist or assignment technician will ask 
you to sign a Continued Service Agreement , agreeing to remain in the service 
of the USG for at least 12 months following the date you report for duty at your 
new duty station. You must sign this document or you will NOT be eligible 
for any relocation allowances. All employees must submit a copy of the signed 
Continued Service Agreement when requesting reimbursement for their PCS 
travel and allowances. (Keep several copies of this Agreement since you will 
need to submit it more than once.) 



d. Documenting Employee Information for TAs 

You also may need to submit and/or update important personal details (EFMs, 
addresses, etc.) to ensure your TA is accurate and provide your itinerary (i.e., 
routing) including -- in some cases -- a preferred mode of travel. 

(For example, if you are eligible for a house hunting trip, you may have a 
choice of driving your own car or travelling by air. In all cases, HR/EX/ASU 
will determine whether the itinerary and mode of travel is the most beneficial 
to the USG. For the actual en route travel to a new duty station the authorized 
mode is usually via the employee's privately-owned vehicle, POV.) 
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The method for providing information to HR/EX/ASU differs depending on your 
employment status: 

(1.) Civil Service (CS) employees : The HR specialist in your new bureau should 
submit the request for your TA to HR/EX/ASU. S/he will ask you to complete 
the following: 

• Request for Authorization to Incur Transfer Expenses: This form 
documents information about your EFMs and preferred travel itinerary 
(format may vary from bureau-to-bureau). 

In addition to the above form, your HR specialist will prepare Form DS-5051 
(Request for Civil Service Travel Order for New Appointees or Transferees) - 
or, a memo which includes the required information and funding data. S/he 
must send both documents, along with your "Continued Service Agreement" to 
HR/EX/ASU before an assignment technician may process your TA. 

(2.) Foreign Service (FS) employees : 

If you are a current FS employee , you must use HR's automated system, "HR 
Online," and complete its "My Itinerary" component to prepare your proposed 
travel itinerary (also called a 'TMTWO'). In addition, you should access HR 
Online's "OF-126" to verify that the information it includes is accurate and to 
make any necessary updates to addresses, dependents, emergency contacts, 
marital status, or prior service. 

If you are a new-hire in the Foreign Service , someone in the HR Bureau's 
Office of Recruitment Examination & Employment (HR/REE) will request the 
initial TA from HR/EX/ASU to get you to Washington, DC, for in-processing 
and training. Then, once you receive your onward assignment to a domestic 
location, you must follow the same path as other FS staff by inputting 
information into "My Itinerary" and updating the "OF-126," if necessary. 

[NOTE: If you cannot access one or more HR Online applications, call 
the HR Help Desk for assistance at 8 (202) 663-2000. 



2. Contacts for Travel and Transportation 

a. Travel Arrangements (for employee and EFMs) 

Carlson Wagonlit (CWT) is under exclusive contract as the State 
Department's Federal Travel Management Center (TMC) to provide travel 
services. When any travel related to a domestic PCS is authorized via 
common carrier (e.g., by air), reservations must be made through their 
agents. 




(Do NOT use the Department's E2 System. It is only for TDY travel not 
connected to PCS travel.) 
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[REF: Later in this Guide, Sections C and I provide additional 
information you need before arranging travel for a house-hunting 
trip or your actual en-route PCS travel.] 

Make your travel arrangements over the phone from anywhere in the U.S. by 
calling CWT at W (866) 654-5593. You must give the agent the TA number 
identifying your orders. Then clearly print at the top of your TA a phone 
number and e-mail address where you can be contacted. 

S Scan and e-mail a copy of the TA to DOSta@CWTsatoTravel.com . 

s If you cannot e-mail your TA, FAX a copy to S (866) 597-3743. (All TAs 
sent to this FAX number are converted to e-mail format and forwarded to 
Carlson.) 

Alternatively, you may visit the CWT office in the Department and speak to 
an agent. It is located in Room 1243 (1 st floor), the main State 
Department building (HST) at 2201 C Street, N.W., Washington, D.C. 

The direct phone number to this office is 8 (202) 223-2238. If you visit their 
office, remember to take a copy of your TA with you. 



b. Transportation Arrangements (for personal effects) 

The Department's Transportation Operations Branch (A/LM/OPS/TTM/TO) 
must make all arrangements for the transportation and storage of your 
household effect and unaccompanied baggage. When you contact them 
they will assign you to a transportation counselor (TC) who will assist with 
your move. This counselor will discuss your plans and work to get your 
personal possessions packed, transported, and unpacked as close to your 
schedule as possible. 

[REF: Later in this Guide Section G provides important 
information about Packing & Moving, including a list in Part 1a of 
"What your TC Needs from You."] 

To speak with your TC, from outside the DC area, call 8 (800) 424-2947. 
From within the DC area, call 8 (202) 663-0891/92. Or, simply stop by the 
Transportation Branch to meet him/her and discuss your move in person. 
The office is located in Suite 5100 at 2121 Virginia Avenue, N.W. (SA-3 by 
the CVS Drugstore), Washington, DC. Sometimes a face-to-face 
discussion can help clarify issues for both you and the TC. 
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c. Information on Travel or Transportation Policy 

rlf you have any questions on Travel or Transportation regulations - or even 
concerning your own move - send an e-mail to transportationquerv@state.gov . 
It will be routed to the appropriate person for response. In most cases response 
are sent out within 24-48 hours. This is your BEST source for accurate and 
"official" information. 



3. Per Diem 

Per Diem is the travel allowance for lodging, and M&IE (meals and incidental 
expenses). It is the amount the U.S. Government will compensate a traveler for daily 
expenses. Normally, Per Diem is calculated on the basis of a "lodgings plus" 
system , which is defined as a fixed maximum rate for lodging and a fixed rate for 
M&IE. 

Exceptions: NO per diem is payable for the following: 

• Travel of 12 hours or less; 

• Days of annual leave taken in conjunction with official travel. 



a. Breakdown of Expenses & Receipt Requirements 

S Lodging Rate : The lodging portion of per diem for domestic locations 
includes ONLY the cost of the lodgings (e.g., hotel room), exclusive of 
any taxes. The USG will reimburse you for the actual cost of lodging up 
to the maximum amount. A receipt, therefore, is required for all 
lodging expenses. (See below for "Lodging Taxes.) 

S M&IE : Included under M&IE in addition to meals are fees and tips to 
waiters and porters, baggage carriers, bellhops, hotel maids, stewards or 
stewardesses and others. 



s Lodging Taxes are NOT included in the CONUS M&IE rate. The USG will 
reimburse you for them as "miscellaneous travel expenses." Simply list 
them as separate line items when preparing your travel voucher. They 
are paid in addition to M&IE for locations within CONUS. 

[Exception : Taxes are NO T reimbursed separa tely for claims 
under Temporary Quarters Subsistence Expenses (TQSE) as 
explained in Section J. 

Note: Do NOT confuse the "miscellaneous travel expenses" 
mentioned above with those authorized under the Miscellaneous 
Expenses Allowance explained in Section K of this Guide.] 
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S Required Receipts : A receipt is always required for all lodging expenses 
to verify the actual cost of the lodging and any tax charged on the lodging. 
Receipts for any other authorized expenses are required only for 
individual items/services costing over $75. 



b. CONUS Rates: Non-Standard vs. Standard Rates 



The General Services Administration (GSA) establishes per diem rates for 
CONUS destinations and reviews them on an annual basis. 



s Non-standard areas (NSAs) are those locations frequently traveled by the 
federal community for which GSA has established specific rates based on 
an analysis of local costs. For example, the rates for the Washington, 
DC, area will generally be higher than those for Charleston, SC, and even 
for places in central and southern Virginia. These rates are also 
referred to as "Locality" per diem rates. 

V Standard CONUS locations are less frequently traveled by the federal 
community and are covered by a Standard CONUS Rate established by 
GSA. This rate is the same for any domestic/CONUS location for which 
GSA has not determined a specific NSA rate. 

Beginning August 1, 2011 all domestic, PCS-related travel is 
authorized only at the Standard CONUS rate - even in areas 
where GSA has established a locality (NSA) rate. 

Use the following GSA link to locate the Standard CONUS rate for the current 
year as well as the current locality (NSA) rates for any area within CONUS: 
http://www.qsa.qov/portal/cateqory/21287 . 

Then, in the "Search by State" box, click on any of the 48 States within 
CONUS. The Standard (locality) Rate will be the first one on the list 
which appears for the state. 

[Note-FYI: The Department of Defense (DOD) establishes non-foreign 
OCONUS rates. The State Department establishes per diem rates for all 
foreign locations.] 




For FY 201 2 the standard CONUS per diem rate is $123 - i.e., $77 for 
lodging and $46 for M&IE. It is the rate used for all examples 
provided in this Guide . (Even when the rate is outdated, 



to illustrate 



the 

HOW various 



examples will still be relevant 
reimbursements are computed.) 

Always look up the CONUS rate in effect during your travel. 
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4. Tra vel A dvances 

Travelers authorized to travel at USG expense may apply for an advance of up to 
80% of out-of-pocket, allowable travel expenses. These allowable expenses 
include the estimated amounts for per diem and temporary housing. Currently all 
PCS travel advances are issued as electronic funds transfers (EFTs). 

[REF: The regulations governing travel advances for all State 
Department employees are located in 4FAM460.] 



a. Whether to Request an Advance 

Keep in mind that an advance is a loan and, because any loan is a financial 
liability, we recommend that travelers request advances for domestic PCS 
expenses only when necessary. If you have the means to pay the expenses up- 
front, do so. Then request reimbursement after completing your PCS travel and 
again following each 30-day period in temporary quarters. It is the safest way to 
relocate and ensure you won't owe the USG money at the end of the vouchering 
process. 



If you decide an advance is the better option for you, take time to determine how 
much to request. You may ask for a 60% advance, instead of 80%, if you 
choose - or even for a lower amount stated either as a percentage or as a 
specific US dollar figure rather than a percentage (explained in 4c, below). 



The Department will automatically deduct the amount of any advance you receive 
from the amount due you when processing each voucher you submit for your 
house-hunting and all other travel, transportation, and temporary housing 
expenses connected with your PCS move. 



r 



IMPORTANT NOTE FOR CS STAFF: Civil Service 
employees who relocate domestically must pay taxes (as well as 
FICA and social security) on all money reimbursed to them for 
their relocation travel expenses and allowances, including 
temporary housing. If you are a Civil Service employee and take 
the full 80% travel advance you may owe the USG money after 
you submit all your reimbursement vouchers. For this reason we 
recommend that CS staff request no more than a 60% 
advance. 



ft 



[REF: Later in this Guide, Section N explains the tax 
issue in context of the Relocation Income Tax 
Allowance (RITA), which reimburses employees for 
some of these expenses.] 
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b. When to Request Advances 

For travel and per diem you must request an advance BEFORE you begin your 
trip. For Temporary Quarters Subsistence Expenses (TQSE), you may request 
an advance at any time - either before you leave your old duty station or after 
arriving at your new location. You may even request an advance for both your 
PCS travel expenses and TQSE at the same time. The maximum time period 
an advance may cover, however, is 45 days. 

[REF: Section J of this Guide discusses TQSE.] 



c. How to Request an Advance 

To request a travel advance you must complete Form OF-0261 (Travel Advance 
Application, Voucher and Account). It is available as an e-Form on the 
Department's OpenNet. Paper copies of this form are available at the GFS Travel 
Service Center (address provided under 3, below). 

1) Fill-in boxes 1, 2, 6, and 7 of the form. Don't forget to sign and date the 
form at the bottom of Box 7. 



2) On the first line of Box 7 you must fill in the PERCENT or AMOUNT you 
want advanced to you. Remember, you may request and advance of any 
% up to 80% -- or a specific dollar figure. 

A. Caution for CS staff: Although you have the option of requesting 
a higher advance, an advance of no more than 60% or a lower 
dollar figure is recommended. 

• To request a percentage, insert the percent you want to receive 
(e.g., 50%, 60% or 80%). The Travel Service Center makes its 
calculation using an estimate of your out-of-pocket expenses based 
on details in your TA. 

• To request a dollar amount, insert the exact amount you want in US 
dollars - and it must be LESS THAN the dollar amount equal to 80% 
of your estimated out-of-pocket expenses. (FY I: Most travelers request 
a percentage rather than a $ figure.) 



For example: Assume that the total estimated on your TA for a 
House-Hunting Trip is $1,964 . (Do NOT include the cost of travel since 
the Department will buy the ticket.) 

60% of $1 ,964 = $1 ,1 76 (Max recommended for CS staff) 

80% of $1 ,964 = $1 ,571 (Max allowed for everyone). 

If you want either of these amounts or a lower percentage, 

insert the percent desired . 

If you know you only need $600, insert $600 in Box 7 . 
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Submit your form for processing and the advance will be sent directly to 
your bank account. 

• Scan the signed, completed OF-0261 along with your Travel Orders 
and e-mail them to G FSC -WO-T5C - PC aastate.qov ■ 

• Alternatively, if you are in the DC area, you may take the completed 
form and a copy of your TA directly to the GFS Travel Services 
Center, located in Room 1258 (1 st floor), the main State 
Department building (HST) at 2201 C Street, N.W., Washington, 
D.C. (S 202-647-3087 or 3562) 

You may obtain a paper copy of the form from them and complete 
it while there, but you will still need to provide a copy of your TA. 

Your request for a travel advance normally will be processed within 10 
business days of receipt. All travel advances will be deposited directly into your 
bank account . You will NOT receive any notice that the money has been 
deposited. It will be a separate payment and NOT included with your regular 
federal salary. (This means the advance will NOT appear on our Earnings and 
Leave Statement.) 
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B. OVERVIEW OF DOMESTIC ALLOWANCES AND BENEFITS 

The allowances and benefits provided to CS and FS employees moving between two 
domestic (CONUS) locations are similar, but have a few important distinctions because 
different regulations govern them for each group. 



s For CS relocations : The Federal Travel Regulations (FTR), Chapter 302, 
Relocation Allowances. 

In addition some of the regulations in 14 FAM also apply to CS employees 

because the State Department has the authority to establish policies which are 
more restrictive than those in the FTR. (You will see some examples of these 
regulations on the following pages.) 



s For FS domestic transfers : Volume 14 of the Foreign Affairs Manual (14 
FAM), Section 632 (also other relevant portions of Sections 500 and 600). 

[NOTE: Both the FTR and FAM specifically state that the FTR does NOT 
apply to anyone transferring under the Foreign Service Act of 1980 - 
i.e., all FS employees. (References: FTR 302-1.2 and 14 FAM 51 1.2-2 .) 

For domestic transfers, however, the FAM does include text from the FTR 
by reference. This referenced text is then treated as part of the FAM and 
applicable to FS employees.] 



The next eight pages include three tables identifying the basic allowances and benefits 
generally due employees making domestic moves: 

1. Table 1 [l»i;<=l=l^FI»ira] is for Civil Service employees (applies to both current CS 
staff and new hires with relocation benefits who also qualify as transferees from other 
agencies); 

2. Table 2 [i:nn^n;ir3] is for Foreign Service employees (applies to both current 
members of the FS and new hires who joined the FS but also qualify as transferees 
from other agencies); 

3. Table 3 rtei:fiYEEl»1En is for New Appointees with relocation benefits (applies to both 
CS and FS employees). 



These tables provide a general OVERVIEW of the allowances due. Please look through the 
table that applies to your employment status. Other sections of this Guide provide more 
detailed information on each allowance/benefit. 
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1. Table 1 : Allowances for Civil Service Employees 

The following table describes the allowances and benefits available for Civil Service 
employees moving from one domestic location to another. It applies to both current 
CS employees and new hires with relocation benefits who also qualify as transferees 
from other agencies. 

The left column includes a link to the governing regulation(s) from the FTR and FAM, 
while the column on the right identifies the Section(s) in this Guide where you will find 
more detailed information on the allowance/benefit.* 



Reminder: If you have only a hard copy of this guide, refer to "Web 
References " in the Intro to locate the web addresses for the FAM and 
FTR. Or, find out where to access an electronic version of the guide 
under "Online Version: A Guide to Domestic Moves. " 



IMPORTANT: An allowance is officially approved only if listed on an 
employee's Travel Authorization (TA). Review your TA carefully to make 
certain that allowances which apply to your transfer are included. 





Allowance/ Benefit 


For Civil Service Employees 


m 


House- Hunting Trip 
FTR 302-5 


Employee and spouse may be authorized travel to 
new duty station to find permanent living quarters 
to rent or purchase. 

Round trip may not exceed 10 calendar days. Only the 
Standard CONUS per diem rate is authorized during a 
house-hunting trip. 

Section C 


Use of Privately-Owned 

Vehicle (POV) 

for PCS- Related Travel 


Mileaae must averaae at least 360 miles per calendar 
day. (This average determines the number of travel 
days authorized.) 

This 360 mile averaae is effective for TAs issued on or after 


CHANGE ALERT: 
(7/2012) 14 FAM 

566.4-2 in update 
process to change 
440 to 360 miles 




Julv 15, 2012. Reimbursement for travel authorized bv TAs 
issued prior to this date must be computed at the previous 
rate of 440 miles. See Department Notice dated July 3, 2012. 
360 is still more restrictive than the FTR's 300-mile average. 

Use the followina link to find the current mileaae 
reimbursement rate for movina and related travel 




FTR 302-4.300 and .400: 
14 FAM 566.2- le. and .4-2 




Section 1 , Part 2 


POV Shipment 

FTR 302-9: 

14 FAM 611.4b(l) 


It is the Department's policy NOT to ship POVs 
between two CONUS locations unless an employee 
can demonstrate that travel by POV would be 
dangerous or cause undue hardship. 

(Note that this DOS policy is more restrictive than the 
referenced regulations in the FTR.) 

Section F 
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Allowance/ Benefit 




Shipment of Effects 
(HHE) 

FTR 302-7.2 


Employee is authorized to ship up to 18,000 lbs. net 

weiqht of household effects (HHE). 

Transportation arrangements must be provided by 
the Department of State's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

Section D and Section G 


Storage - Temporary 
FTR 302-7.9(a) 


Temporary storaqe for up to 60 days is authorized in 
connection with shipment of HHE (at origin, destination, 
or en route). 

Section D, Part 2b 


Storage - Permanent, 
Continuing, or Extended 

FTR 302-8.1 thru .108 


NOT authorized unless the CS employee is assigned to 
an isolated duty station within CONUS. 

Section D. Part 2c 


Miscellaneous Expenses 
Allowance (MEA) 

FTR 302-16 


Allowance for certain miscellaneous expenses related to 
moving and discontinuing and establishing residences. 
Reimbursement under this allowance is made either 
using a Flat Rate or on Actual Expenses. 

Flat Rate: No receipts required. 

• Employee only - $650 or one week's basic qross pay, 
whichever is less. 

• Employee with family - $1,300 or two weeks' basic 

yiubb pay, WMILMcVci lb Icbb. 

Actual Expenses: Receipts required to claim more than the 
flat rate amounts listed above. Maximum reimbursements -- 

• Employee only - Up to one week's basic qross pay 
(maximum-GS-13/10). 

• Employee with family - Up to two weeks' basic qross 
pay (maximum-GS-13/10). 

Section K 


Standard CONUS Per 
Diem Rates 

FTR 302-4.200 


Standard CONUS rates apply for all PCS-related travel 
including House-Hunting and TQSE (next page). 

FY 2012 CONUS rate is $123 per dav maximum 
($77 Lodging; $46 M&IE) 

Use the following link to find the current CONUS Per 
Diem Rate: http://www.qsa.qov/portal/cateqory/21287 

Section A, Part 3b 
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Allowance/ Benefit 




Temporary Quarters 
Subsistence Expenses 
(TQSE) 

FTR 302-6 


Employee and eligible family members (EFMs) may 
occupy temporary quarters within reasonable proximity 
of old and/ or new duty stations. Employee mav 
claim reimbursement for TQSE in 30-day increments, 
up to 60 consecutive days (includes time at both duty 
stations). Following are the percentages of Standard 
CONUS rates that apply using FY 2012 rates: 

First thirty (30) davs 

. Initial occupant (100% of CONUS) $123.00 

• Each add'l occupant age 12 or over (75%) $ 92.25 

• Each add'l occupant under age 12 (50%) $61.50 
Second thirty (30) days 

. Initial occupant (75% of CONUS) $92.25 

• Each add'l occupant age 12 or over (50%) $ 61.50 

• Each add'l occupant under age 12 (40%) $49.20 

Section 1 


Travel Advance 

FTR 302-2.22 (General) 
FTR 302-4.600 (PCS Travel) 
FTR 302-5.16 (House-Huntinq) 
FTR 302-6.15 (TOSE) 

(Volume 4 of the FAM is Financial 
Management and 
4 FAH = Financial Management 
Procedures Handbook) 

4 FAM 463 

4 FAH -3 H-463.1-1 and .1-4 


Employees may receive an advance of funds for their 
estimated out-of-pocket travel, transportation, and 
allowance expenses. Expenses and allowances that 
may justify an advance include: 

1. Per diem, mileage, and common carrier costs 
incident to relocation travel; 

z. Autnonzeu nouse-nunting trip, 

3. Subsistence while occupying temporary quarters 
(TQSE). 

The Department limits advances up to 80% of a 
maximum 45-davs projected out-of-pocket expenses. 
(The recommended advance for CS staff is a 
maximum of 60% .) 

Section A, Part 4 






Residence Transaction 
Allowances (RTAs) 

FTR 302-11 


An employee may be reimbursed for certain expenses 
paid by the employee in connection with the following: 

1. The sale of one residence at the employee's old 
duty station, and/or the purchase of a residence at 
his/her new duty station; OR 

2. The settlement of a lease which has not expired on 
an employee's residence or mobile home lot which 
is used as his/her permanent residence at the old 
duty station. 

Section L 
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Allowance/ Benefit 






For Civil Service Employees 




Relocation 1 ncome Tax 
Allowance (RITA) 

including 

Withholding Tax 
Allowance (WTA) 

FTR 302-17 


Under IRS law, CS employees transferring domestically 
must pay Federal and, as required, state income taxes 


on all reimbursements for relocation expenses and 
allowances - for example, those related to house- 
hunting, travel to the new duty station, TQSE, RTA, and 
Miscellaneous transportation costs. They also pay any 
state and/or local taxes, if applicable. 

rayment or tne ki i a is autnonzeo to reimourse 
employees for a substantial portion of the taxes they 
must pay. 

The provisions of the RITA include a Withholding Tax 
Allowance (WTA) that provides an advance of RITA 
to reduce the amount employees may be out-of-pocket 
for expenses until the full RITA is computed. 

Section N 



End of Table for CS Employees 
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2. Table 2 : Allowances for Foreign Service Employees 

The following table identifies the allowances and benefits available for Foreign 
Service staff transferring between domestic locations. It applies to both current 
members of the FS and new hires who joined the FS but also qualify as transferees 
from other agencies. 

The left column includes a link to the governing regulation(s), while the column on the 
right identifies the Section in this Guide where you will find more detailed information 
on the allowance.* 



* Reminder: If you have only a hard copy of this guide, refer to "Web 
References " in the Intro to locate the web addresses for the FAM and 
FTR. Or, find out where to access an electronic version of the guide 
under "Online Version: A Guide to Domestic Moves." 



IMPORTANT: An allowance is officially approved only if listed on an 
employee's Travel Authorization (TA). Review your TA carefully to make 
certain that allowances which apply to your transfer are included. 





Allowance/ Benefit 


For Foreign Service Employees 




House- Hunting Trip 

14 FAM 632.1b 

(ref: FTR 302-5) 


Employee and spouse may be authorized travel to 
new duty station to find permanent living quarters 
to rent or purchase. 

Round trip may not exceed 10 calendar days. Only the 
Standard CONUS per diem rate is authorized durinq a 
house-hunting trip. 

Section C 






Use of Privately-Owned 

Vehicle (POV) 

for PCS- Related Travel 


Mileaae must averaae at least 360 miles per calendar 
day. (This average determines the number of travel 
days authorized.) 

This 360 mile averaqe is effective for TAs issued on or after 
July 15, 2012. Reimbursement for travel authorized bv TAs 
issued prior to this date must be computed at the previous 
rate of 440 miles. See Department Notice dated July 3, 2012. 
360 is still more restrictive than the FTR's 300-mile average. 

Use the followina link to find the current mileaae 
reimbursement rate for movinq and related travel 

Section 1 , Part 2 


CHANGE ALERT: 
(7/2012) 14 FAM 
566.4-2 in update 
process to change 
440 to 360 miles 






14 FAM 566.2- le. and .4-2 
14 FAM 632.1a 

(ref: FTR 302-4.300) 




POV Shipment 

14 FAM 611.4b(l) 


It is the Department's policy NOT to ship POVs 
between two CONUS locations unless an employee 
can demonstrate that travel by POV would be 
dangerous or cause undue hardship. 

Section F 
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Allowance/ Benefit 


For Foreign Service Employees 


Shipment of Effects 
(HHE) 

14 FAM 613. lad) 


Employee is authorized to ship up to 18,000 lbs. net 

weight of household effects (HHE). 

Transportation arrangements must be provided by 
the Department of State's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

Section D and Section G 


Unaccompanied Baggage 
(UAB) Allowance 

(Air Freight Shipment) 
14 FAM 613.3 


For FS staff and eligible family members (EFMs), 
shipment of UAB is also authorized for qross weiqhts as 
indicated below: 

Employee only 250 lbs 
Employee + 1 EFM (+200) 450 lbs 
Employee + 2 EFMs ( + 150) 600 lbs 
Employee + 3 EFMs ( + 100) 700 lbs 
Employee + 4 EFMs ( + 100) 800 lbs 

Add 100 lbs for each additional EFM over four. 

TrAncmnrTAHnn Arrpnnpmpntc miiQt hp nrnviHprl h\/ 
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the Department of State's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

Section E. Part 2 


Storage - Temporary 
14 FAM 633a 


Temporary storaae for up to 90 days is authorized in 
connection with shipment of HHE (at origin, destination, 
or en route). 

QevHnn F") Pari' 7 It 

JtXLIUII L/f rail £mYj 


Storage - Permanent, 
Continuing, or Extended 

14 FAM 621.3 
14 FAM 633b 


NOT authorized unless the employee is assigned to an 
isolated duty station within CONUS. 

Exception: FS staff assigned to USUN or other 
domestic locations for one vear or less mav be 
authorized continuous storage. 

Section D. Part 2c 
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Allowance/ Benefit 


For Foreign Service Employees 


Miscellaneous Expenses 
Allowance (MEA) 

(Note: The amounts provided 
under this allowance are the same 
as those permitted under the 
Miscellaneous Expense Portion of 
the Foreign Transfer Allowance 
(FTA) and the Home Service 
Transfer Allowance (HSTA) granted 
FS staff transferring internationally 
or from overseas to a domestic 
location.) 

14 FAM 632.1e 

(ref: FTR 302-16) 


Allowance for certain miscellaneous expenses related to 
moving and discontinuing and establishing residences. 
Reimbursement under this allowance is made either 
using a Flat Rate or on Actual Expenses. 

Flat Rate: No receipts required. 

• Employee only - $650 or one week's basic aross pay, 
whichever is less. 

• Employee with family - $1,300 or two weeks' basic 
gross pay, whichever is less. 

Actual Expenses: Receipts required to claim more than the 
flat rate amounts listed above. Maximum reimbursements - 

• Employee only - Up to one week's basic gross pay 
(maximum-GS-13/10). 

• Employee with family - Up to two weeks' basic qross 
pay (maximum-GS-13/10). 

Section K 


Standard CONUS Per 
Diem Rate 

14 FAM 632.1a 

(ref: FTR 302-4.200) 


Standard CONUS rates apply for all PCS-related travel 
including House-Hunting and TQSE (next page). 

FY 2012 CONUS rate is $123 per dav maximum 
($77 Lodging; $46 M&IE) 

Use the following link to find the current CONUS Per 
Diem Rate: httq://www.qsa.qov/portal/cateqory/21287 

Section A, Part 3b 


Temporary Quarters 
Subsistence Expenses 
(TQSE) 

( Note: CONUS rates also apply 
under the Subsistence Expense 
Portion of HSTA granted FS staff 
transferring from overseas to a 
domestic location.) 

14 FAM 632.1c 

(ref: FTR 302-6) 


Employee and eligible family members (EFMs) may 
occupy temporary quarters within reasonable proximity 
of old and/ or new duty stations. Employee mav 
claim reimbursement for TQSE in 30-day increments, 
up to 60 consecutive days (includes time at both duty 
stations). Following are the percentages of Standard 
CONUS rates that applv usinq FY 2012 rates: 

First thirty (30) days 

. Initial occupant (100% of CONUS) $123.00 

• Each add'l occupant age 12 or over (75%) $ 92.25 

• Each add'l occupant under age 12 (50%) $61.50 
Second thirty (30) davs 

. Initial occupant (75% of CONUS) $92.25 

• Each add'l occupant age 12 or over (50%) $ 61.50 

• Each add'l occupant under age 12 (40%) $49.20 

Section 1 
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Allowance/ Benefit 



RE 



Travel Advance 



(Volume 4 of the FAM is Financial 
Management and 
4 FAH = Financial Management 
Procedures Handbook) 

4 FAM 463 

4 FAH- 3 H-463.1-3 and .1-4 



Residence Transaction 
Allowances (RTAs) 



CHANGE ALERT: 
(6/2012) 14 FAM 632 
in update process to 
include this 
allowance for FS 
domestic transfers. 



14 FAM 632 



(ref: FTR 302-11 ) 



For Foreign Service Employees 



Employees may receive an advance of funds for their 
estimated out-of-pocket travel, transportation, and 
allowance expenses. Expenses and allowances that 
may justify an advance include: 

1. Per diem, mileage, and common carrier costs 
incident to relocation travel; 

2. Authorized house-hunting trip; 

3. Subsistence while occupying temporary quarters 
(TQSE). 

The Department limits advances up to 80% o a 
maximum 45-davs projected out-of-pocket expenses. 

Section A, Part 4 



An employee may be reimbursed for certain expenses 
paid by the employee in connection with the following: 

1. The sale of one residence at the employee's old 
duty station, and/or the purchase of a residence at 
his/her new duty station; 

OR 

2. The settlement of a lease which has not expired on 
an employee's residence or mobile home lot which 
is used as his/her permanent residence at the old 
duty station. 

[Note: Until August 2011, this allowance was not, 
technically, available to FS employees transferring from one 
domestic location to another, but was limited to certain FS 
staff returning from abroad. A ruling by the 
Department's Legal staff now provides the R TA for all 
FS employees transferring domestically.] 

Section L 



End of Table for FS Employees 
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3. Table 3 : Limited Allowances for New Appointees 

The following table describes the allowances and benefits available for New 
Appointees to the federal government hired with relocation benefits who are 
moving to their first official duty station within CONUS. These new appointees are 
eligible for only limited relocation benefits. 

[NOTE: The information in this table does NOT apply to new Foreign 
Service employees going to Washington, DC, for training prior to being 
assigned to an overseas post. It applies only to those whose first 
assignment (following initial training) is within the continental U.S.] 

The left column includes a link to the governing regulation(s) from the FTR and FAM, 
while the column on the right identifies the Section(s) in this Guide where you will find 
more detailed information on the allowance/benefit.* 



Reminder: If you have only a hard copy of this guide, refer to "Web 
References" in the Intro to locate the web addresses for the FAM and 
FTR. Or, find out where to access an electronic version of the guide 
under "Online Version: A Guide to Domestic Moves." 



IMPORTANT: An allowance is officially approved only if listed on an 
employee's Travel Authorization (TA). Review your TA carefully to 
make certain appropriate allowances are approved. 





Allowance/ Benefit 


For New Appointees 


Use of Privately-Owned 
Vehicle (POV) 
for PCS Travel 


Mileaqe must averaqe at least 360 miles per calendar 
day. (This average determines the number of travel 
days authorized.) 

This 360 mile averaqe is effective for TAs issued on or after 
Julv 15, 2012. Reimbursement for travel authorized bv TAs 
issued prior to this date must be computed at the previous 
rate of 440 miles. See Department Notice dated July 3, 2012. 
360 is still more restrictive than the FTR's 300-mile average. 

Use the followina link to find the current mileaae 
reimbursement rate for movina and related travel 

Section 1 , Part 2 


CHANGE ALERT: 
(7/2012) 14 FAM 
566.4-2 in update 
process to change 
440 to 360 miles 






FTR 302-4.300 and .400: 
14 FAM 566.2- le. and .4-2 

(FS onlv- 14 FAM 632.1a) 


POV Shipment 

FTR 302-3.2. Table A 
FTR 302-9: 

14 FAM 611.4b(l) 


It is the Department's policy NOT to ship POVs 
between two CONUS locations unless an employee 
can demonstrate that travel by POV would be 
dangerous or cause undue hardship. 

(Note that this DOS policy is more restrictive than the 
referenced regulations in the FTR.) 

Section F 
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Allowance/ Benefit 




Travel to First Duty 
Station 

FTR 302-3.2. Table A 


Transportation costs for employee and family if travel 
by common carrier (air, train) is authorized rather than 
by POV. 

Section 1 


Standard CONUS Per 
Diem Rates 

FTR 302-3.2. Table A 
and 302-4.200 


Per diem paid for employee onlv durina travel to first 
duty station. Standard CONUS rates apply for PCS- 
travel. 

FY 2012 CONUS rate is $123 per dav maximum 
($77 Lodging; $46 M&IE) 

Use the following link to find the current CONUS Per 
Diem Rate: http://www.gsa.qov/portal/categorv/21287 

Section A, Part 3b 


Shipment of Effects 
(HHE) 

FTR 302-3.2. Table A 
and 302-7.2 

(FS onlv-14 FAM 613.1a) 


Employee is authorized to ship up to 18,000 lbs. net 

weiaht of household effects (HHE). 

Transportation arrangements must be provided by 
the Department of State's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

Section D and Section G 


Storage - Temporary 

FTR 302-3.2. Table A 
and 3UZ-/.y(a) 

(FS onlv - 14 FAM 633a) 


Temporary storaae for up to 60 days is authorized in 
connection with shipment of HHE (at origin, destination, 
or en route). 

Section D. Part 2b 


Storage - Permanent, 
Continuing, or Extended 

FTR 302-3.2. Table A 
and 302-8.1 thru .108 

(FS only- 14 FAM 621.3 and 633b) 


NOT authorized unless the CS employee is assigned to 
an isolated duty station within CONUS. 

Section D, Part 2c 



Page 32 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

B. OVERVIEW OF ALLOWANCES/BENEFITS 



Travel Advance 



FTR 302-2.22 (General) 
FTR 302-4.600 (PCS Travel) 
FTR 302-5.16 (House-Hunting) 
FTR 302-6.15 (TQSE) 

(Volume 4 of the FAM is Financial 
Management and 
4 FAH = Financial Management 
Procedures Handbook) 

4 FAM 463 

4 FAH -3 H-463.1-1 and .1-4 



Unaccompanied Baggage 
(UAB) Allowance 

(Air Freight Shipment) 



UAB is available 
as an additional 
allowance only to 
FS employees . 



FS only - 14 FAM 613.3 



Employees may receive an advance of funds for their 
estimated out-of-pocket travel, transportation, and 
allowance expenses. Expenses and allowances that 
may justify an advance include: 

4. Per diem, mileage, and common carrier costs 
incident to relocation travel; 

5. Authorized house-hunting trip; 

6. Subsistence while occupying temporary quarters 
(TQSE). 

The Department limits advances up to 80% of a 
maximum 45-davs projected out-of-pocket expenses. 
(The recommended advance for CS staff is a 
maximum of 60% .) 

Section A, Part 4 



For FS staff and eligible family members (EFMs), 
shipment of UAB is also authorized for gross weights as 
indicated below: 



Employee only 
Employee + 1 EFM 
Employee + 2 EFMs 
Employee + 3 EFMs 
Employee + 4 EFMs 



250 lbs 
(+200) 450 lbs 
( + 150) 600 lbs 
( + 100) 700 lbs 
( + 100) 800 lbs 



Add 100 lbs for each additional EFM over four. 

Transportation arrangements must be provided by 
the Department of State's Transportation Operations 
Branch (A/LM/OPS/TTM/TO). 

Section E. Part 2 



End of Table for New Appointees 
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Due to current 
statutory restrictions, 
domestic partners 

are NOT currently 
entitled to house- 
huntina trio. (6/2012) 



C. HOUSE-HUNTING TRIP 

The purpose of a house-hunting trip is to find permanent living 
quarters to rent or purchase at a new duty station. Both employees 
and their spouses may be authorized a house-hunting trip if the 
following requirements are met: 

«° The employee is relocating from one domestic (CONUS) location to another; 

®° The trip is actually needed and housing cannot be conveniently arranged 
without the trip; 

«° The new duty station is more than 75 miles, by usually-traveled surface routes, 
from the current duty station. G 



a: 



House-Hunting 
Trip NOT 
available to 
New USG 
Appointees. 

[REF: Sec. B3.l 



Employees are "in duty" status during a house-hunting trip . This means that you will be 
paid for any regularly scheduled work days while on this travel (usually Mondays- Fridays) 
and will NOT need to take leave. 

REMINDER: Once you have your TA, make certain that a House-Hunting Trip is included. If 
not, and you need to travel to find a place to live, contact your assignment technician to get 
this trip added. If you require additional approval, your technician will tell you whom to 
contact. 



1. Maximum Time Allowed for House-Hunting Trip 

The maximum time allotted for the entire trip is 10 consecutive calendar days, 
including travel time . The trip may begin any time after your TA is issued, but you 
must return on or before day 10. Any extra time will be at your own expense and 
you will need to take leave if these days are on regularly scheduled workdays. In 
addition, your trip must end no later than the day BEFORE you report for duty at 
the new location. 

In addition, a ruling from GSA's Travel Management Policy Branch 
(12/20/2010) indicates that your house-hunting trip must also be 
completed BEFORE you permanently depart from your current (old) 
duty station. While this requirement is not explicitly stated in the FTR, 
GSA's ruling was very clear on the issue. 

If you and your spouse take separate house-hunting trips - 

S The total days for both of you (together) may NOT exceed the maximum of 1 0 
days. 

S All travel/transportation expenses may NOT exceed the cost of one round-trip 
if both of you were travelling together. 

S Your spouse's trip must end the day before your family relocates. 
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2. Travel Arrangements for House-Hunting Trip 

Plan your house-hunting trip to minimize travel time, so that you have the maximum 
amount of time to spend looking for a home. 

The TA authorizes the method of travel that is most advantageous to the USG. For a 
house-hunting trip this usually is by common carrier (air, rail) unless the new duty 
station is 250 miles or less from the old station when POV becomes the required 
mode. 

To make travel arrangements for air/rail call Carlson Wagonlit (S 866-654- 
5593). Have your TA available with a contact number clearly written at the 
top. After making your reservations, scan/e-mail it to 
DOSta@CWTsatoTravel.com - or, FAX it to 9 266-597-3743. 

(Caution: Do NOT use the E2 system for this PCS-related travel.) 
[REF: For more information see Section A, Part 2a earlier in this Guide.] 
S For lodging and rental cars, make your own reservations. 



3. Per Diem for House-Hunting Trip 

a. Rate Authorized 

The per diem rate for a house-hunting trip is at the Standard CONUS rate with 
reimbursement calculated on the "Lodgings plus" method. 

b. Percentages for Employee and Spouse Travelling Together 

The employee is eligible for 1 00% of the per diem and the spouse for 75%. 

c. Percentages on First and Last Travel Days 

Both the employee and spouse will receive only 75% of the M&IE for which they 
are eligible (i.e., employee-75%; spouse-56.25%) - but both will still be eligible for 
1 00%/75% of lodging cost on the first day (as necessary). 



4. Reimbursable Expenses for House-Hunting Trip 

a. Lodging 

Lodging will be paid up to the maximum amount allowed as usual under "lodgings 
plus," and you must provide a receipt. 

b. M&IE 

You will be reimbursed the maximum M&IE allowed under the CONUS per diem 
rate, except for first and last travel days (see 3c, above). Receipts required only 
for individual expenses over $75.00. 
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c. Miscellaneous Expenses 

Following are some of the miscellaneous expenses which may be reimbursed in 
addition to expenses covered under M&IE when a house-hunting trip is 
authorized. 

S Rental car fees - usually authorized unless POV is mode of travel. (Even 
if a rental car is authorized, however, any costs for automobile insurance 
and/or GPS units are NOT reimbursable.) 

S Local transportation expenses at destination by local transit systems, 
rental cars, or POV. (The transportation used must be consistent with 
your authorized method of travel.) 

S Taxis - authorized only between home and airport, or airport and lodging. 

S Parking fees at departure airport, local lodging, and/or when related to 
house-hunting, such as parking in a garage to view an apartment or 
house. (Other parking fees, such as for restaurants or shopping, are NOT 
reimbursable.) 

d. Expenses for Travel by POV 

'v' o 1 Travel by POV for a house-hunting trip is required when the distance to the new 

duty station is 250 miles or less . If your TA authorizes POV as the method of 
travel you will be reimbursed for mileage at the relocation/moving rate 
established annually by the IRS and published by GSA. 

To obtain the current mileage rate for moving/relocating visit: 
http:/ / www.qsa.gov/ portal/ category/ 21284 . 

Alternatively, go to http://www.irs.gov/ and type "POV" or "mileage 
rates" into the Search field at the top, right of the screen. Then open 
the announcement for the current year. (When using the IRS website, 
make certain to get the rate for "moving purposes" and NOT the 

higher rate for "business.") 



5. Claiming Reimbursement lor House-Hunting Expenses 

rAs soon as possible after you return, complete an SF-1012, Travel Voucher form to 
document your expenses and claim reimbursement. 14 FAM 517.1 requires that you 
submit a voucher within 7 working days after completing travel. (If your spouse 
makes a separate trip, submit a second voucher for his/her travel later.) For House- 
Hunting Trips you must use the SF-1012 (NOT the DS-0189). 

[REF: See Section O at the end of this Guide for specific details on 
preparing and submitting travel vouchers. The SF-1 01 2 is available as an 
e-Form for those with access to the Department's OpenNet.] 



Page 37 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

C. HOUSE-HUNTING TRIP 



This page is 




intentionally left Blank 


L-si 







Page 38 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

D. HOUSEHOLD EFFECTS (HHE) 



D. HOUSEHOLD EFFECTS (HHE) 

This Section presents facts about the shipping and storage allowances for your household 
effects along with hints on how to document and insure the safety of your property. 

(Later in this Guide, Sections G and H provide guidance on planning for 
your move and the actual process of packing-out.) 



1. HHE Defined 

For purposes of shipping and storage allowances, the term "Household Effects" 
(HHE) means property associated with the home and all personal effects belonging to 
an employee and EFMs that legally may be accepted and transported by a 
commercial carrier. It includes furniture and other household items, personal effects, 
and automotive spare parts, (tires, tubes, and accessories) for the use of you and 
your family. Snowmobiles and trailer, jet skis and trailer, ATVs and trailer, 
motorcycles, mopeds and golf carts may be included with HHE. 

HHE does NOT include : boats, boat trailers, aircraft, animals, birds, plants, 
ammunition, construction material, propane gas tanks (even if empty) and any items 
in commercial quantities. These are prohibited items and cannot be part of your 
HHE. 



2. HHE Shipping/Storage Allowances 

a. Shipping Allowance 

The USG will pay to ship up to 18,000 pounds, net weight, of HHE to your new 
duty station. 

For purposes of this allowance, "net weight" includes the weight of the actual 
effects plus cartons, barrels, fiber drums, crates and boxes, as well the necessary 
wrapping and cushioning material, used to pack small or fragile articles for 
shipment or storage. 

[REF: APPENDIX II provides provide Average Net Weights 
for some common items of HHE. It is a copy of an exhibit in 
14 FAM that may help you estimate the weight of your HHE 
shipment. The moving company will provide a professional 
weight estimate when they conduct your "pre-pack survey" 
as explained in Section G, Part 2, of this Guide.] 
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b. Temporary Storage: 

Temporary storage of HHE is authorized, if necessary, for a maximum of 




S 60-days for Civil Service staff (effective 8/1/201 1 ), and 
S 90-days for Foreign Service staff 



until employees move into permanent housing at their new duty station. 



c. Long-Term Storage (Permanent, Continuing, or Extended): 

The USG will NOT pay for long-term storage of HHE for employees assigned 
within CONUS unless the employee is assigned to an isolated duty station. Also, 
FS staff assigned to the USUN or other domestic locations for one year or less 
may be authorized continuing storage. As the authorizing office, HR/EX requires 
that any request for long-term storage come from the approving bureau. 

Whenever long-term storage is authorized keep in mind that the 18,000 pounds is 
a combined shipping/storage allowance which means that the total amount 
shipped and stored may not exceed the 18,000 pound limitation. 



3. HHE Shipped from Locations NOT on TA 

As for other entitlements, the TA identifies all authorized origin and destination points 
for an employee's shipments. The USG will pay to ship between these locations. 



a. Cost Construct Shipments 

If you have items that must be shipped to or from another location, it can be done, 
but will be on a "cost construct" basis . This means that the USG will pay only 
what it would cost to move the items between the origin and destination listed on 
your TA. 

You must pay any additional costs to move them to/from the alternate 
location(s) you select. If there is no added cost, there will be no charge to 
you. 

[REF: Part ONE of APPENDIX III to this Guide, provides 
important information on Cost Constructive Shipments. It is 
vital that you understand the facts of cost construction 
because the out-of-pocket expense to you could be 
substantial. Please review the information in this Appendix 
carefully.] 

Always consult your transportation counselor or send an e-mail request to 
transportationguerv@state.gov asking for an estimate of the cost to you BEFORE 
making any decisions on whether or not to ship items to/from alternate locations. 
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b. Extra Pickups/Additional Stops 

In certain cases the Department may authorize an "extra pickup" at USG 
expense, depending on the location and circumstances. 

For example: Assume you have been storing items at a commercial storage 
lot a few miles from your residence and want to move these to your new duty 
station. In this case the Department may instruct the mover to pack-out and 
move these items as part of your HHE. 

So, if you need an extra pickup, contact your transportation counselor as soon as 
possible with your request. The Department will consider approval of extra stops 
on a case-bv-case basis . In cases where the additional pickup is NOT approved, 
you may always ask to ship the items on a cost-construct basis. 



4. Insurance 

The Department's Transportation staff and contractors do everything they can to 
ensure that the packing and moving services provided to you meet high standards. 
Human error, accidents, and other unforeseen events (such as, floods, tornados, and 
hurricanes), however, can and do occur. 

Although both the USG and Department contractors provide some basic insurance 
covering your effects, this coverage probably will NOT pay you enough to replace 
your HHE if a majority of your shipment is lost or damaged. The Department 
recommends, therefore, that employees obtain private, commercial insurance to 
cover loss and damage for their effects at FULL REPLACEMENT VALUE. 

[REF: Parts ONE and TWO of Appendix IV to this Guide 
explain the coverage already in place and provide sound 
reasons why you should seriously consider purchasing 
private insurance for your HHE. Please take time to read 
- through this important information. ] 

rYou must purchase any private insurance on your effects BEFORE you pack out. 
Nothing may be insured after it has left your possession . 



5. How to Document What You Own 

It is always wise to know what you have and keep good records. Even though the 
moving company will provide you with an inventory of what they pack, the Department 
advises you to take a complete inventory of your belongings and their current state of 
repair BEFORE your pack-out. This process can help you determine the amount of 
additional insurance you may need - and document a claim if loss or damage occurs. 

^-A^ Documentation is particularly important for any "high-value" items as 
2^ defined in Part 6 of this Section. 
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Go through your residence, room by room and document everything you see. Group 
and record items by category unless they have special features or exceptional value. 
Always list or photograph the serial numbers for TVs, appliances and other 
equipment. The following are some suggestions to consider on various ways to 
prepare an inventory: 



a. Take Pictures. 

Use a camera or Smartphone to take pictures of some or all of your possessions. 
(Many people find this easier than preparing a list.) You will need to take lots of 
photos of the furniture, equipment, and artwork in each room, as well as the 
contents of all closets, cupboards, drawers, etc. Pictures are an especially 
good way to document any high value items (described under Part 6, which 
follows on the next page). For any equipment or appliances, make certain to get 
a good picture of their serial numbers and brand names. 

We also recommend that you document the approximate dates of purchase, cost, 
and other important information necessary to identify and value various items. If 
you print out pictures, you can write these details on the back. If you keep your 
inventory in electronic form, you may want to put these details into Word or Excel 
for easy storage and retrieval. 

b. Video Property. 

Making a video record of your property is one of the simplest ways to document 
your inventory. Video each room of your house just like you would if you were 
taking still pictures and describe all as you go, giving brand names, ages, 
purchase prices and other details. You should still, however, make a separate list 
of all serial numbers. (Videos are another good way to document high value 
items - defined under Part 6 of this Section.) 

c. Make a List of Items or Groups of Items. 

Prepare a simple hand-written inventory list. (Write clearly so it is easy to read.) 
You may keep it as a hand-written document or type it into a Word document and 
keep it electronically. 

The Overseas Briefing Center (part of the Department's Foreign Service 
Institute) offers a sample inventory form in MS Word format that you may want 
to use. If you have access to the Department's OpenNet System, you can 
access it via the following link: 

http://fsi.state.gov/fsi/tc/document.asp7FilelD3lQ23 . 
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d. Use Automated Inventory Program 

There are numerous household inventory programs available online and many 
are free. You can begin your Internet search using a phrase like "household 
inventory program." If you have one of the popular financial software programs 
check it out. Many of them include an inventory option. 



6. Document "High Value Items" 

At the very least you should document any "high value" items (as defined in a, below) 
that are worth more than $1 ,000 - and carefully consider which of these items to ship 
and which to carry with you based on the guidance provided under this part. 

[REMINDER: Appendix IV of this Guide explains 
loss/damage coverage of USG shipments and why you 
should seriously consider purchasing private insurance for 
your HHE. Take particular note of this information for your 
High Value items. ] 

Pay special attention to the information in "a," below, which outlines documentation 
required to make certain your high value items are covered in case of loss/damage 
while in transit or storage. 



a. Items of Extraordinary Value 

An item of extraordinary value is any high value item which individually (not as 
part of a set) is worth more than $1 ,000 - and which derives its value from 
its uniqueness and its quality . 

Examples: A leather sofa that is worth $1,000 (or even much more) is NOT 
considered "extra-ordinary," but a unique, marble pool table or a one-of-a-kind 
painting (each valued at over $1 ,000) are items of extraordinary high value. 

Ship as HHE Large items of extraordinary high value - i.e., those that are NOT 
easily pilferable - may be included as part of your HHE. When declared prior to 
shipment (see "c," below), they are covered to a limited extent by the USG and 
moving contractor. 



b. Small High Value Items 

A small high value item is defined as any item that is easily pilferable when 
shipped with HHE, unaccompanied baggage, or placed in storage and worth 
more than $50.00. It may, however, be worth much more - even OVER $1 ,000 . 
The important fact is that these items are EASILY PILFERABLE. 

EXAMPLES: cameras, Smartphones, iPods, CD or DVD players, small coin 
or stamp collections, jewelry, and watches. 
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*° Keep in your possession : Although you may ship any high 
value item as part of your HHE, we encourage you to hand-carry 
small high-value items such as jewelry or collectible coins with 
you. These are very easy to steal or lose in-transit. If at all 
possible take these with you when you travel - especially if they are over $1 ,000 
and/or have important, sentimental value. They will NOT be covered by either the 
contract mover or USG if shipped as HHE or packed in any unaccompanied 
baggage. (See Appendix IV for more details on insurance and coverage.) 

If you have any questions regarding whether an item meets the definition of 
extraordinary high value, simply e-mail ClaimsQuerv@state.gov with your question or 
call and ask to speak to one of transportation's claims officers. You can reach them 
by calling the main number for Transportation Operations: from within the DC area - 
9 (202) 663-0891/92; from anywhere else in the US - W (800) 424-2947. 



c. Special Documentation for High-Value Items 

A 

r 1 *- You must declare all high value items with a value OVER $1,000 in writing at 
the time of making arrangements for your HHE shipment. Include in this 
declaration any "small high-value" items vaued over $1 ,000 that you plan to carry 
with you . (Note: It is NOT necessary to include any small high value items 
valued under $1 ,000 because they will still be covered by the USG up to a certain 
amount if in your possession when lost/stolen.) 

IMPORTANT: Unless you provide this declaration, the loss or 
damage of high value items may be disallowed in the settlement 
of a claim against the USG. 



> Make a detailed list of your high value items with their estimated values (or 
document with pictures or video) and e-mail the list directly to: 
ClaimsQuerv@state.gov - Claims Query (on Global e-mail) and "cc" your 
transportation counselor. Make certain to identify separately any of these 
items that you plan to carry with you. (If you document with Pictures/video, 
put these on a CD and give them to the Claims Office - or ask your TC to give 
it to them.) 

> Another recommendation is to fill out the top portion of form DS-1620-E, 
(Notice of Loss or Damage) and provide the documentation of your high value 
items as an attachment to it. This will ensure that the Claims office has all of 
the information it needs in case you must file a claim. In the space for "Date 
of Delivery" write: "High Value Inventory." (Note: If you use the e-Form version 
of the DS-1620-E, you must hand-write "High Value Inventory" because the form will 
only accept a valid date in that field.) 

You can obtain a hard copy this form from your TC or directly from the 
Claims Office (A/LM/OPS/TTM/CL) located in the same office area as 
the TCs. It is also available in an e-Form version on the OpenNet. 
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E. BAGGAGE (Unaccompanied & Accompanied) 



As you prepare for your move, consider carefully what you will need until your HHE shipment 
arrives at your destination. Although it should take only a few weeks or less for your HHE to 
arrive, in some cases it could be up to two months before the HHE can be delivered, 
depending on your housing situation at the new location. 

What to pack? The kind of temporary quarters you will occupy in the new area is a major 
fact to consider when determining your needs. Most employees stay in corporate 
apartments or residence hotels/motels. These are furnished residences which include basic 
linens, dishes, pots/pans and other amenities as part of the rental. So clothes and personal 
items are the major considerations. Toys and other items to keep children occupied are also 
important for families. 



1. Accompanied Baggage (For All Employees) 

Civil Service staff and their EFMs must carry with them all they will need until their 
HHE arrives. Since travel by POV is approved for most domestic moves, you may be 
able to pack additional items in your vehicle. In addition, you may be authorized 
reimbursement for travel by more than one POV if there are more EFMs travelling 
than can reasonably be transported with luggage in/on one vehicle. 



If, however, your travel will be via common carrier (e.g., airplane), it is especially 
important to take only the minimum you will need. The Department will pay for up to 
two pieces of luggage for each authorized traveler (CS or FS), but will NOT pay 
for any excess baggage weight or for oversized baggage. 



(REF: Later in the Guide, Section J provides details on your Temporary 
Quarters allowance and Appendix VI includes various options to 
consider as temporary housing.,) 




[REF: Later in this Guide, Part 2c in Section I includes examples 
of other circumstances which may justify authorization of more 
than one POV for travel.] 



2. 



UAB Allowance 




Foreign Service staff and their EFMS are entitled to a 
separate Unaccompanied Baggage (UAB) Allowance. 
This allowance is an air freight shipment based on 
gross weight. Gross weight is the net weight of the 
shipment plus any outside containers and bracing 
required by the packers or airlines (usually about 5-10 
pounds per box). 



A separate UAB weight 
allowance authorized 
ONLY for FS staff and 
their EFMs. 



Any CS employee may 
request UAB shipments 
for self and EFMs, but 
the weight will be 



deducted from his/her 
18,000 lb. HHE 




Allowance. 
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The UAB allowance is: 250 pounds for the employee; 200 additional pounds for the 
1 st EFM; 1 50 pounds for the 2 nd EFM; 1 00 pounds for each additional EFM. 



So, a family of four would be entitled to a maximum of 700 pounds: 




Employee Employee Employee Employee 

Only and 1 EFM and 2 EFMs and 3 EFMs 

(250 lbs) (+200 lbs) (+150 lbs.) (+ 100 lbs.) 



If the weight limit is exceeded, the employee must resolve the overweight 
problem or pay for the excess BEFORE the shipment will be moved. 

Also, just as for HHE, you must pay any additional costs to ship UAB to/from any 
location NOT authorized on your TA. 

[REMINDER: Part ONE of APPENDIX III provides information 
on Cost Constructive Shipments.] 

For domestic moves, it is rare that FS employees use their maximum UAB allowance 
as they would when moving overseas. In fact many don't ship any UAB . Following 
are a few of thoughts to keep in mind when deciding what, if anything, to ship: 

S The largest items you may send as UAB must fit inside a 15-cube tri-wall 
airfreight container! (Dimensions are: 37" x 23" x 30".) This is the 
maximum size container used for UAB shipments. 

S Most temporary residences already include basic furnishings for the number of 
people who will be staying. 

V If you are driving to your new duty station, you may be able to pack all that 
you need for a temporary stay in your vehicle. 

S You are responsible for moving any personal belongings from your temporary 
residence to your permanent residence - and several hundred pounds of 
"stuff" may make your move more difficult. 




Note: CS Staff authorized a UAB shipment must comply with all weight and 
size restrictions described in this Section. This is true even though the allowed 
weight of their UAB is deducted from their 18,000 lb. HHE weight allowance 
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F. SHIPPING PRIVATELY-OWNED VEHICLES (POVs) 

Shipment of an employee's (or EFM's) vehicle is the exception, rather than the rule, for 
moves between two points within the continental United States. 



1. DOS Policy on CONUS Shipments of POV 

It is the Department's policy NOT to ship POVs within CONUS as long as the origin 
and destination are connected by hard-surfaced, all-weather highways or by vehicular 
ferry. 

(In these cases an employee's en route travel by POV is considered to be the 
mode most "advantageous" to the USG and shipment becomes 
disadvantageous.) 

DOS, therefore, will NOT usually ship POVs between two CONUS locations. 



2. Criteria for Rare Exception to DOS Policy 

The Department may authorize the shipment of one POV on a case-by-case basis 
when an employee can demonstrate that travel by POV would be dangerous or 
cause undue hardship. (An example might be a clearly documented medical 
condition that would prohibit travel by POV.) Keep in mind that distance or simple 
convenience is NOT sufficient, in and of itself, to constitute undue hardship. If you 
believe you have a compelling need that requires shipment of your POV, contact your 
assignment technician . S/he will tell you how to proceed. 



3. If PO V Shipment is Authorized 

Whenever a POV shipment is approved, consult with your transportation counselor 
(TC) for instructions on how to prepare your vehicle for shipment and the 
documentation needed. 

POV Insurance - The Department also strongly advises employees to obtain 
commercial insurance to cover shipment of a POV. Your vehicle is a valuable asset 
and it is vital that you are covered for loss or damage. Talk to your TC and/or Consult 
the Department's Claims OpenNet website via the following link: 
http://almopsttm.a.state.qov/claims.asp#POVclaims - or send an e-mail to 
ClaimsQuerv@state.qov - for additional information. (Reminder: You will NOT be 
able to access the Claims website from the Internet.) 
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G. TRANSPORTATION: PLANNING PACK-OUT & MOVE 

This Section provides an overview of all that needs to be done to prepare for your move 
before the packers arrive at your home. It should give you a comprehensive view of the 
planning process involved and, more importantly, what your responsibilities are in the 
process. 

1. Scheduling the Move 

Contact Transportation Operations as soon as possible to meet your transportation 
counselor (TC) and book your move - even before you have your orders (TA). The 
TC may begin making arrangements and setting up pack-out dates before your 
orders are issued. 

«■ If you are in the DC area , call (S 202-663-0891/92) or stop by the Transportation 
Branch - Suite 5100, 2121 Virginia Avenue, N.W. (SA-3, beside the CVS 
Drugstore), Washington, DC. 

«= If you live in any other area of the U.S ., simply call (8 800-424-2947). 



a. What the TC Needs from You 

To manage the details of your move properly and provide the best service, 
your TC needs to know your plans. The more information you can give 
him/her, the better able s/he will be to meet your needs. While you may 
not have all the data available during your first discussion with the TC, you 
should provide him/her with all of the following as soon as possible: 

A copy of your TA . Although your TC can start planning and setting dates 
without having your orders, s/he will, need a copy of your TA before the 
moving company may actually pack/move your effects. 

If the Travel Authorization (TA) is NOT issued 5 days prior to your 
pack-out date, the move will be cancelled until the TA is issued. 

2) The locations you are moving FROM and TO . These will be the origin 
and destination points authorized on your TA. 

3) The location of any items you need shipped from/to a location other than 
the origin or destination authorized on your TA . Remember that these 
shipments will be made on a cost-construct basis and you may need to 
pay money out-of-your-own-pocket for any additional costs involved. 

[REF: See also Section D, Part 3 , and Part One of Appendix III to 
this guide to review information on cost construction.] 
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4) A description of any item that may require special crating because of size, 
value, or fragility. Since the packing company will charge extra for special 
crating, the Transportation Office must approve it in advance. Also 
keep in mind that the additional weight of any special crating is 
chargeable against your net weight allowance. 

[REF: Appendix V to this Guide lists the Limitations on 
special crating.] 

5) The best date to begin your Pack-Out . This will be the first day that the 
moving company comes to your house to pack your belongings and load 
them into a truck for transport. (Depending on the size of your move, 
pack-out normally takes from one to three days.) 

Try NOT to schedule your pack-out too close to your departure date in 
case there are unforeseen complications. If you don't have relatives or 
friends you can stay with after the pack-out, use your Temporary Quarters 
allowance to stay in a hotel for a few days prior to leaving for your new 
duty station. 

[REF: Later in this Guide, Part 1 of Section J discusses use of 
Temporary Quarters Expenses at both the old and new duty 
stations.] 

Caution: Do NOT schedule any maintenance or cleaning work during 
^ the pack-out. 

rOnce your pack-out date is set, please try NOT to change it - 
especially during the summer season (April-September). Movers are 
extremely busy and it may be difficult (or even impossible) to get a new 
date within the required time frame. 

6) Contact information for reaching you both BEFORE, and AFTER your 
pack-out . 

7) A reguired change to your pack-out date . If unavoidable circumstances 
make it necessary to change your pack-out date, please contact your TC 
as soon as possible to make these arrangements. 

Any date change MUST be made by your transportation counselor. 

You may NOT set up a different date directly with the mover. 
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b. Transportation Counselor (TC) Responsibilities 



The job of a TC is to assist with your move from beginning to end. S/he will 
discuss your needs and arrange to get your personal effects packed, moved, 
and unpacked to fit in with your plans as closely as possible. To accomplish 
this, your TC will do the following: 

1) Keep a record of all the information you provide and respond to any 
questions about your move. 

2) Assign a company to handle your move . This is done through a 
computerized allocation system for contracts already established by the 
Department. If you are outside the DC area, your move will be assigned 
to a company in your local area. 



3) Give you the name of the packing/moving company assigned to you 
along with a contact person within that company. (You should receive 
this notification within two-three days.) 

4) Confirm the pack-out date - or provide you with other options if the 
packers are not available on the date(s) you selected. 

Your TC will issue all necessary documentation to the packing company 
before your scheduled pack-out date - if the TA and other authorizations 
have been received by the Transportation Branch. 



5) Arrange for the storage of your effects until delivery to your new home - 
up to a maximum of 

/\ • 60-days for Civil Service employees, and 

• 90 days for Foreign Service employees.. 

(You will be charged for any time over the maximum period.) 

6) Assist with any issues that arise or make any necessary changes to pack- 
out dates - or the delivery date at your new location. 
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2. The Pre-Pack Survey 

During a pre-pack survey, a representative from the company assigned to handle 
your move visits your home to estimate the weight and size of your shipment and 
determine how much manpower and how many boxes and other packing materials 
will be needed for your move. 

rlt is your responsibility to schedule the pre-pack survey directly with the 
packing company assigned to handle your move - not through your TC. 

Normally someone from the company will call you to confirm your pack-out date and 
arrange for the survey within a few days of receiving the notification that they have 
been selected to handle your move. (If not, contact them.) It is always best to set-up 
your pre-pack survey to take place as soon as possible - normally a week or two in 
advance of your move . 

On the day of the visit, make sure that the estimator is aware of EVERYTHING you 
are going to ship or store (if permanent storage is authorized) so s/he can come up 
with an accurate estimate. The better the estimate, the fewer problems down the 
line. So, show or tell the estimator about all of the following: 

a. Boxes or other items currently located in an attic or basement . Packing 
companies are NOT required to remove items from any area that does not have 
permanent stairs or where they cannot stand erect — such as attics or crawl 
spaces. (Plan to relocate these items prior to pack-out.) 

b. Items outside your residence . Packing companies are NOT responsible for 
disassembling or detaching any outdoor item (such as swing sets, slides, 
television and radio antennas, or utility cabinets). 

c. Items attached to walls . Packing companies are also NOT required to remove 
anything from interior walls or the external walls of a residence. 

d. Items that you plan to dispose of before you move . Be sure to point these out to 
the estimator so they will NOT be included in his/her assessment. 

e. Items that will need special crating . Any crating could add to the weight estimate. 
Remember that the moving company must get approval from the Department's 
Transportation Office for any special crating. 

[REMINDER: Appendix V to this Guide lists the Limitations 
on special crating.] 

Be sure to ask for an estimate of the weight of your personal effects. The State 
Department will NOT pay for items in excess of 18,000 pounds net weight. If your 
household effects are over 18,000 pounds allowance you must pay to ship the 
excess amount . If the estimate is close to the maximum allowance limit, therefore, 
you may want to consider disposing of some items before pack-out day. 
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/\ It is the responsibility of individual employees - NOT 

transportation counselors - to make certain that shipments 
are under the 18,000-pound limit and NOT overweight. 



Environmental issues. The Department has asked its packing contractors to 
address issues of the health and safety of packers during their survey, as necessary. 
If the estimator notices that conditions such as dirt, vermin, debris, or other hazards to 
a safe and effective pack-out exist, s/he will advise you that these conditions could 
result in a cancellation of your pack-out. If this happens, ask for specific details about 
what corrective actions you need to take. 

Note: No contractor can be forced to put a crew at risk nor be expected to 
receive items for shipment or storage that may endanger the facility or lots 
under his care with infestation by rodents, vermin, or harmful insects. Nor can 
contractors be expected to ship or store dirty items which could further 
damage a shipment or be used as the basis for a claim. 

If you have any questions or concerns following your survey, call your TC or the main 
Transportation Branch number (W 202-663-0991/92) and ask to speak to someone in 
the Transportation Management Contracts Section. 



Preparing for Packers 

The sooner you begin preparing for packers the better. This part lists thirteen simple 
steps to follow in the months before you move. The recommendations they include 
can help your pack-out go smoothly and make the transition to your new home 
easier. 




Step 1 : The first step in preparing for packers is to know what you have and what 
you plan to do with it. The packers will pack and move whatever is in your home 
when they arrive - including all that "stuff" you've been meaning to give away or sell 
"someday." So, take stock of what you own and decide what to keep and what to 
discard. 

[REF: Remember to refer back to Section D, Part 5, of this Guide for 
suggestions on "How to Document What You Own. " Not only can this 
process help you decide how much insurance to purchase, but it could 
also help you identify items you no longer want/need.] 

Step 2 : Get rid of anything you don't want or need. Especially if you have a large 
house, this will help you stay under your 18,000-pound net weight limit. 
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Step 3 : Decide what to do with the remaining contents of your home so you can sort 
them into categories such as the following: 



Step 4 : Once you've begun making the decisions in Step 3, you can start to organize 
items for the packers - even months before they're due! 

One system that works well for many people is to organize items using colored dots 
or labels - one color for each category. For example, 



O Green for HHE, 

O Red for personal baggage, 

O Blue for UAB; 

O Brown for items going to your son's college address, 

O Black for items that will remain in the residence. 



This simple system has several advantages: (1) You and your family can quickly 
identify the disposition of each item - and, knowing where everything is going will 
come in handy as the move draws nearer. [It also makes it easier to change your mind, 
re-evaluate, or alter the destination of any item.] (2) Packers can easily see "what" to 
pack for "where" and what to keep "hands-off." (3) It facilitates grouping items for 
easy loading or packing. 

Step 5 : Have rugs, coats, draperies, and other items cleaned - especially if you 
know they will be in storage for a few months. You will have enough work to do just 
settling-in at your new duty station and this step may make your life easier. 

Step 6 : Locate as many of the original boxes/cartons as possible for equipment such 
as computers, televisions, printers, appliances, etc. It is always better to pack items 
in their original containers and the packers will use these whenever they are 
available. (If you haven't kept these, however, don't worry. All of the Department's 
contractors have experience in packing fragile items and often have special boxes for 
them.) 

^ Note: If you decide to pack your computer or other equipment into their 
SlF^ original containers yourself, it's OK, but do NOT seal the boxes . 



Packers are required under their contract with the State Department to 
open all pre-packed boxes, to make certain items are packed properly 
and to examine their contents to ensure that no dangerous or illegal items 
are enclosed. ( If NOT suitably packed they must repack them .) 



HHE shipment to new duty station; 

Personal (accompanied) baggage to carry with you; 

Unaccompanied air baggage (UAB) - FS staff only ; 

Items to ship to alternate locations ( on a cost-construct basis ). 

Items that will remain in the residence. 
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Step 7 : As the pack-out date approaches someone must disassemble, disconnect, 
or remove various items and fixtures you want to move. Packers are NOT required 
to perform any services similar to those described in the following bulleted list. 

Outside the residence - 

• Disassemble any outdoor items such as steel utility cabinets, swing sets, 
slides, sky rides, jungle gyms, and television and radio antennas. (Make 
certain you complete all disassembly prior to your pack-out date.) 

• Detach any other outdoor article/fixture embedded in the ground or secured to 
the building. 

Inside the residence - 

• Move anything in attics, basements or crawl spaced without permanent 
stairs or where a person cannot stand erect, into another location in your 
residence. 

• Take curtains off windows. 

• Detach pictures and artwork from walls. 

• Remove fixtures, and any attached carpets you want shipped. 

• Remove water from waterbeds. 

• Make arrangements to disconnect gas lines to appliances (only those to be 
packed). 

• Disconnect appliances from gas or water lines (only those to be packed). 

[REF: See Part 3 of Section H in this guide for a list of what the 
packer WILL do - for example, they will disassemble most beds 
and sectional bookcases.] 

Step 8 : Plan for space on the street or in parking area (as appropriate) to 
accommodate the moving van. This can be an issue in some locations. Consult 
with building management on the procedures to follow. If you live in a house, you 
may want to ask your neighbors to leave extra space on the street surrounding your 
home. In some areas you may even need to get a permit from local authorities. 

Step 9 : Arrange also for movers to have access to elevators, if necessary. Make 
certain to get elevator keys from the building management or custodian so that 
movers can have exclusive use of at least one elevator whenever possible. 



Page 55 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

G. TRANSPORTATION: PLANNING 



Step 10 As pack-out day approaches, we recommend that you group some items 
in separate areas to avoid any confusion for packers or frustration for you. For 
example: 

V If you want certain items packed together, place them close to each other in 
the same room. (Not a guarantee, but it can help.) 

S Consider placing the personal baggage you plan to carry with you in a 
separate room or closet with a door that you can close. Mark it as "off-limits" 
to packers. 

Step 11 : Remove clothes from hangers. Packers will place clothes and hangers in 
separate boxes to avoid damage. You may leave clothes on hangers in a closet if 
you do not have space to put them, but be aware that packers will separate them 
when packing. 

(Department contractors no longer required to use UPRIGHT wardrobe boxes. 
Clothes rarely stayed on hangers and usually were found at the bottom of the 
box at destination.) 

Step 12 : Look around your home before your pack-out date to make certain that 
there is adequate workspace for packers, that the environment is reasonably clean, 
and that there are is are no obvious safety hazards. This is especially important if the 
estimator who did your pre-pack survey advised you of any specific, corrective 
actions you needed to make prior to the pack-out. 

[REF: See "Environmental Issues" at the end of Part 2 of this section.] 

If a cancellation occurs, the inconvenience of rescheduling and any associated out-of- 
pocket expenses for clean-up, change in travel plans, or lodging, etc., will be your 
responsibility. 

Step 13 : Plan for the safety of your pet(s) during pack-out. If possible have them 
stay with a relative or neighbor during the day when packers are at work. Another 



•gi) alternative is to place them in a room with a closed door where there is nothing to be 
packed by the movers - for example, a second bathroom or a well-ventilated walk-in 
closet. (While rare, there have been cases where a cat or other small animal has 
crept unnoticed into a box that was subsequently sealed.) 

Also, keep pet carriers with your pets. The movers may inadvertently pack them if 
they are left in areas where there are numerous items to pack. 
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H. PACKING AND MOVING 



This section assumes you have planned for your pack-out by 
following many of the recommendation included in the previous 
section (G) and provides important information and guidance 
concerning your actual pack-out and move. It presents hints on how to manage the process 
and tells you what obligations packers have under their contracts with the State Department. 




1. Administrative Leave for Packing-Out 

You are eligible for up to 16 hours (2 days) of administrative leave for packing-out . In 
exceptional circumstances, where the need for additional time can be documented, a 
supervisor may (NOT must) grant up to 16 additional work hours for packing. 

[REF: 3 FAH-1 H-3465 .1 



2. Problems with Pack-out? 

Help is only a phone call away! If you are having a problem with an on-site pack-out 
(incompetence, rudeness, lateness, no-shows), call the Transportation Office's, 
Contracts Section at 8 202-663-0959 for assistance. If necessary, an inspector can 
be sent to the pack-out (Washington, DC area pack-outs only), or the packing firm 
may be contacted to resolve the problem. (The telephone number for the Chief 
Inspector is: 8 202-663-0961.) 

r The important point to remember is to call immediately ! Little help can be 
given or any actions taken by the Department if you wait until late in the day to 
complain. Options are very limited in response to phone calls received after 
4:00 p.m. Granted, not all problems happen early, but the sooner the call is 
made, the sooner someone can take action. 

The packing firms used by the Department for DC-area pack-outs are under a 
contract which outlines specific Departmental requirements and obligations which 
must be fulfilled. But, keep in mind that you also have obligations for the successful 
completion of a pack-out. 



3. Manage Your Pack-Out 

It's your move and it's important that you actively manage it. The companies under 
contract to the State Department are professionals and know how to pack your 
property to ensure its safety. Each move, however, is slightly different and you, as 
the customer, have a right to be part of the process. Depending on the size of your 
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residence, the moving company will typically send two to four people to pack your 
HHE. They are usually expected to pack it all in about two days or less. So, they will 
work quickly and efficiently. For best results, plan on being present to supervise 
the entire pack-out - and have at least one other person with you to help. (If 

you are single, you may want to ask a relative, neighbor, or friend to help out). 
Having an extra person on your side can come in handy to make certain that your 
needs are met. 

Your personal supervision reduces the potential for items being sent to the wrong 
place if you have property going to more than one location. In addition, you can also 
have some control over what items are grouped together and how boxes are marked 
to identify contents. 

For example, if you have been using one of your spare bedrooms as an office, 
you may ask packers to mark all boxes packed in that area as "Office" rather 
than as "Guest Bedroom." This simple act can be an aid to you later when 
reviewing your inventory and unpacking at your destination. 

Do NOT leave your home on packing day until the packers finish unless someone 
can stay to act on your behalf. 

Following are some additional hints on how to manage your pack-out successfully : 

Do NOT leave money or other valuables uncontrolled on packing day. Put 
airline tickets, passports, vehicle titles, and any other document you need to carry 
with you in a safe place to avoid having them inadvertently packed in one of your 
shipments. 

Leave space for the packers to work — such as the top of a dining room table. 
Communication is Key: As soon as packers arrive - 

• Give them a tour of your residence and explain how you have organized your 
HHE for the pack-out. 

• Let them know you are informed about packing requirements and procedures. 

• Be upfront about voicing any concerns you may have. 

• Ask if they have any suggestions or need additional clarification. 

• Take time to find out what input they want from you during the move. 
(Communication works better if it goes two-ways!) 

It's always good to have bottled water available for the packers. They will 
probably need it during the day. Additional considerations like coffee, doughnuts 
or other snacks, while not necessary, are always appreciated and usually pay off. 
People generally work better when they know their efforts are appreciated. (For 
obvious reasons, do NOT offer the movers any type of alcoholic beverage, 
including beer. Also keep in mind that the USG will NOT reimburse you for any 
water, coffee, snacks, or other refreshments you may provide.) 



b. 
c. 




d. 
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e. For keys, special screws, hinges, remote controls for TVs and other 
equipment, etc: 

• Provide small plastic bags in which packers can place keys and other 
hardware. 

• Ask packers to tape these bags to furniture - and watch to make certain 
they do - or keep them yourself and carry them with you . 

These procedures often save lots of time you might spend hunting for small, but 
essential items when you unpack. 

f. You may find it helpful to keep your own numbered inventory which includes 
more details about the contents of each box/carton. (Often the inventory provided 
by the packer does NOT include the level of detail you might want.) This listing 
will make it easier to separate things you want unpacked immediately when your 
effects are delivered to your new residence from things that can wait. It also 
helps ensure that the official inventory is correct. 

(Keep in mind that packers will be working quickly and it could be hard to keep 
up with all that is being packed - especially if you are outnumbered two-to- 
one. You may want to modify this suggestion and document only the contents 
of certain boxes based on criteria you determine.) 



g. CAUTION: If your packer approaches you about purchasing extra insurance on 
y\ your shipments, be aware that the Department will NOT pay for this extra 
insurance. You must pay the entire cost. Furthermore, in most cases you can get 
much better coverage through a private, commercial insurance company. 

[REF: See Part Two (c.) of Appendix IV to this Guide on 
"Where to Look for Insurance?"] 



h. CAUTIONS about side-agreements with packer: The packing company may 
not promise any special services beyond those included in their contract . If they 
promise you any type of special service (e.g., security crating, separation of 
special shipments, etc.), GET IT IN WRITING. Oral agreements will NOT help to 
settle any subsequent problems that might arise during shipment of your 
household effects. 

rln addition, it will be your responsibility to pay for any 
• special crating NOT approved in advance through your TC, or 

• shipment made through the packer without prior approval. (In addition, 
you must provide proper documentation to justify cost construction or you 
could be liable for the entire cost of the special shipment.) 

[REF: See Part One of Appendix III for details concerning 
cost-construction and Appendix V for crating limitations.] 



Page 59 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

H. PACKING AND MOVING 



i. Finally, BEFORE the truck leaves your residence with your personal effects: 

Conduct a walk-through of your home with the crew chief. Walk into every room 
and open every closet, drawer and cabinet door to ensure that ALL items have 
been packed and all debris has been removed. 

Also walk around the outside of your residence to make certain there are no 
items outside that have not been packed or left and that all debris is gone. 

[NOTE: For CONUS moves HHE will be packed directly into a moving truck and 
will NOT be put into lift vans as it is for international moves. (Lift vans are large, 
wooden crates generally measuring 7x4x7 feet.) These specialized crates are 
normally used only for export-packing and generally NOT for domestic moves.] 



3. Packers' Obligations 




Packing companies are responsible for providing quality and courteous service to all 
customers. This part describes some of the specific obligations that packers have 
under the provisions of their contracts with the State Department. 



a. Disassembling Items 

Packers will take apart any item which they believe requires disassembly to 
ensure safe delivery at destination, such as beds, waterbeds and sectional 
bookcases. 

[REMINDER: Part 3 (Step 7) of Section G lists items that packers will 
NOT take apart - for example, items embedded in the ground outdoors, 
or any item attached to the building indoors or outdoors.] 

b. Packing and Marking/Identification Standards 

Packers should do the following to protect effects and prepare a proper inventory: 

«° Protect high-traffic flooring areas and stairways by safeguarding them with 
plastic or other type of covering. 

«= Individually wrap every article, except for clothing and blankets, for sufficient 
protection and also properly pack every article in a suitable container. 

^ Neatly fold clothing and blankets and place in boxes properly lined with clean 
Kraft paper. 

^ Pack clothing in wardrobe boxes or cartons without hangers. 

«° Mark each carton on the outside, in general terms, as to its contents (e.g., 
kitchen utensils, books, dishes, clothing, linens, etc.). 
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Important: The packers' inventory is based on what is written on each 
carton. Check to make certain that descriptions are adequate so you can 
easily identify contents when you need to unpack them. 

«° Identify each individually wrapped piece (such as a couch), as well as each 
carton, with a lot number (to identify the shipment) and an inventory 
number (to identify the individually wrapped item or box/carton). 

«° Make certain that the lot and inventory numbers and an item description are 
clearly visible on the outside of each piece of furniture, article, or carton after 
it is wrapped or sealed for shipment or storage. 

Packers use colored stickers, pre-printed with the lot and unique 
inventory number to mark items - although they may clearly hand-write 
these numbers on an item/carton if the sticker is missing. A 
description of an item or contents of a box are normally hand-written.) 



c. Movers' Inventory 

The moving company must provide you with a complete and legible inventory 

(in duplicate) of all the individually-wrapped items, boxes, and cartons included 
in each shipment (HHE and UAB). The packers will use the lot and inventory 
numbers on each article to prepare inventories AFTER items are packed and 
sealed. 

When completed, the packing crew chief will present the inventory to you for 
verification and signature. Check the inventory BEFORE signing it. Make sure 
the inventory is complete and correct to prevent future problems in case you must 
make a claim against the moving company, your insurance company, or the 
Department: 

S If you have any weapons included in the shipment , also make certain that both 
the model and serial number of each is annotated on the inventory. 

S Many inventories also contain information on the "condition" of your effects . In 
these cases, the inventory should accurately describe the degree and location 
of any existing damage. Bring any discrepancies on the inventory to the 
attention of the crew chief. 

S No item/box should be marked as "packed by owner (PBO)" or "contents 
unknown." Under their contract with the Department, packers must accept 
responsibility for everything they move. As indicated in Section G3 (Step 6) 
packers are required to open all pre-packed boxes to ensure they do not 
contain dangerous or illegal items and determine if they are packed properly. 
They must repack any improperly packed box, assume liability for all boxes, 
and provide a detailed description of their contents on the inventory. 
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Verify that all corrections have been made before you sign on the dotted line . 

You must receive a copy of the signed inventory BEFORE your effects 
leave your residence. 




KEEP COPIES OF ANY INVENTORY IN A SAFE PLACE. IT IS YOUR ONLY 
PROOF THAT THE PROPERTY BELONGS TO YOU! 



[REF: Appendix VI to this Guide provides additional reasons 
"WHY YOU NEED AN INVENTORY". Please take time to read 
through this important information. ] 



d. Official Weight of Shipment(s) 

The moving company will have been notified by your TC of your total weight 
allowance. Before they leave, ask the packers when they will know the official 
weight of each shipment. Usually they will have this weight within a day or two at 
the most. Sometimes they will be able to give you an estimated weight when they 
are done - BUT, this is NOT the official weight. Each shipment must be weighed 
on properly calibrated scales to determine its official weight. 

Contact the moving company once your shipments have been weighed to 
determine whether the total net weight of all your HHE shipment(s) are within the 
18,000-pound limitation of your allowances. Remember that the weight of 
shipping crates — except those specially requested and approved for fragile items 
— is NOT counted against your HHE weight allowance. 

V Foreign Service staff: If you also have a UAB shipment, don't forget to verify 
that the gross weight of this shipment is within your allowance. 

S Civil Service staff: If your TA authorizes a UAB shipment, make certain it is 
included in the total weight of your HHE shipment — and also verify that the 
gross weight of the shipment is within the allowed amount for you and any 
EFM(s). 

[Reminder: CS employees do NOT have an additional UAB 
weight allowance, but the UAB weight is actually part of their 
HHE allowance. REF: Section E, Part 2 of this Guide] 



rYou will need to PAY FOR ANY ADDITIONAL WEIGHT before your shipment 
may be moved — or arrange to remove items from the shipment. 

REMINDER: It is the responsibility of individual 
employees (NOT the Department) to make certain that 
shipments are NOT overweight. 
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I. PCS TRAVEL: EMPLOYEE & EFMs 



You are responsible for ensuring that you and any EFMs perform official travel correctly - 
that is, in accordance with all applicable regulations — and for the payment of any charges 
incurred because you failed to comply with governing regulations. In addition, you are 
expected to make your best effort to reduce the USG cost of any travel and related expenses 
as much as possible. So, always use the most direct and quickest route 
consistent with economy and reasonable comfort and safety. A common- 
sense approach and good documentation will serve you well. 



Caution : You are 
responsible for 
doing the right 

thing, even if you 
are given faulty 
information 

(14 FAM 515) 




The buck stops with you!! 



Administrative leave is available only for travel during normally scheduled work hours. 

That means traveling during unscheduled hours (i.e. weekends) is on your own time. You 
will still be reimbursed for your expenses, but there will be no salary compensation for driving 
time during the weekend. We encourage you, therefore, to travel during weekdays if 
possible. Your Entry on Duty Date (EOD) will usually be the Monday following your en route 
travel, so having a weekend before beginning work is a good time to tend to personal matters 
and get settled. 

[Note: Keep in mind that your travel per diem ends upon arrival at 
your new duty station. You are then eligible for reimbursement of 
lodging costs under Temporary Quarters Subsistence Expenses 
(TQSE). Section J, which follows this one, explains TQSE in 
detail.] 



TQSE NOT 
available to 
New USG 
Appointees. 

[REF: Sec. B3.] 



Authorized Itinerary and Travel Method 

Your TA spells out your authorized itinerary which includes points of origin and 
destination as well as the mode of travel (e.g., POV, air, train) and, if applicable, the 
grade/class. All official travel must be done via a usually traveled route (referred 
to as "direct travel"). A "usually travelled route" is one or more routes that are 
essentially the same in travel time and cost to the U.S. government. Only Economy 
Class is authorized for PCS travel by common carriers (exceptions are very rare). 

Any deviation from the authorized locations, mode, or grade/class of travel must be 
done on a cost-construct basis. 

[REF: Part Two of APPENDIX III provides important 
information on Cost Constructive Travel which may save you 
time and unnecessary out-of-pocket expenses.] 
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Before making any decisions on traveling via an indirect route or, changing the mode 
or grade/class of travel, send an e-mail to transportationquerv@state.gov , 

explaining your plans. Someone will respond and explain whether what you propose 
is allowable under the regulations and how the rules for cost construction may apply. 
{It is especially important to get expert advice if you are authorized travel by POV and 
decide to fly instead, since the Department will NOT pay to ship your vehicle - except 
under extenuating circumstances.) 



2. Travel by POV iJS^ 

For PCS travel between two duty stations within the continental US, Department 
policy normally considers travel by POV as the most advantageous mode of travel as 
long as the origin and destination are connected by a hard-surfaced, all-weather 
highway, by ferry, or both. 



a. Reimbursable Expenses 

If your TA authorizes POV as the method of travel, you will be reimbursed for 
mileage at the PCS rate established annually by the IRS and published by GSA. 

s To obtain the current mileage rate for moving/relocating visit: 
http:/ / www.qsa.gov/ portal/ category/ 21284 . 

Alternatively, go to http://www.irs.gov/ and type "POV" or "mileage 
rates" into the Search field at the top, right of the screen. Then open 
the announcement for the current year. (When using the IRS website, 
make certain to get the rate for "moving purposes" and NOT the 

higher rate for "business.") 

S To document the number of Miles for reimbursement, you may reference the 
distance shown in paper or electronic standard highway mileage guides. 
(Google Maps or Map Quest are two of the electronic guides you can use.). 

If a detour is necessary due to adverse weather, mechanical difficulty, 
or other unusual conditions, the Department will reimburse you for the 
extra miles travelled, but you must include a brief explanation for any 
extra mileage when submitting your travel voucher. 

You also may be reimbursed for highway, bridge, or other tolls, parking fees at 
hotels during overnight stays, and taxes on lodgings. (Reminder: None of these 
are included in the M&IE portion of Per Diem. You must list them as separate line 
items when submitting your voucher.) 

[REF: Part 3a of Section A in this guide details the expenses 
covered under M&IE and identifies receipt requirements.] 
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b. Maximum Travel Time Allowed 

For travel by POV the maximum number of travel 
days allowed from origin to destination is determined 
by dividing the total distance by a minimum, average 
driving distance of at least 360 miles per day . 

For example: 



CHANGE ALERT: 
This 360 mile average is effective for 
TAs issued on or after July 15, 2012 . 
Reimbursement for travel authorized 
by TAs issued prior to this date must 
be computed at the previous rate of 
440 miles. See Department Notice 
dated July 3, 2012. 



«= Assume the distance between the authorized origin and destination points is 
550 miles. In this case the traveler(s) will be allowed a maximum of two travel 
days with one overnight stay (550/360=1 .52). 

«° If the destination was 900 miles the traveler(s) must make the trip in a 
maximum of three days with two overnight stays (900/360=2.5). 

[REF: Part 4 of this Section explains how to compute the per 
diem allowed.] 

r Clarification: You may drive less than the maximum on one or more days as 
long as you reach your destination within the required time limit . If you take 
longer, you will only receive reimbursement for the days authorized on your TA. 

An exception may be granted if road, climatic, and/or other factors beyond your 
control cause interruptions and deviations which result in travel time in excess of 
the maximum allowed. You must, however, provide a written explanation when 
you submit your travel voucher. 



Note: The 360 average mileage is a recent change to Department 
policy to provide a standard rate for both CS and FS. While it is 
more restrictive than the average provided in FTR 302-4.400 (300 
miles), it is less than the 440 miles previously required in 
14 FAM 566.4-2. 



CHANGE ALERT: 
(7/2012) 14 FAM 
566.4-2 in update 
process to change 
440 to 360 miles 



c. Travel by Two or More POVs 




There are circumstances under which the Department may authorize travel 
by more than one POV. Following are some examples which MAY justify 
use of an additional vehicle: 

S There are more family members travelling than reasonably can be 
transported, with luggage in/on one vehicle. 

s Special accommodations are required for an EFM (e.g., because of age 
or physical condition) which make the use of a second vehicle necessary 
for other family members. 

S The employee must report for duty before one or more EFMs can travel 
due to school schedules, shipment of household goods, or other 
acceptable reasons. 
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S An EFM's travel is authorized from a departure point other than the 
employee's. (In this case travel may be authorized by common carrier for 
this EFM.) 

V EFMs must arrive at the new duty station before the employee, for 
acceptable reasons such as school enrollment. 

When a second vehicle is specifically authorized on your TA, you are entitled to 
reimbursement at the same mileage rate as the first vehicle . (See "a" under this 
part.) 

Clarification: You may always, of course, use more than one 
vehicle when you travel, BUT you will only be reimbursed for the 
mileage of ONE vehicle, unless the second vehicle is authorized. 



3. Travel by Common Carrier (e.g., Air, Train) 

In the rare case where travel by air or other common carrier is authorized on your TA, 
contact Carlson Wagonlit (CWT) by phone from anywhere in the U.S. (W 866-654- 
5593) or visit their offices in Main State. Always make your reservations through 
CWT; do NOT make your own reservations. The CWT agents understand the 
regulations and will make travel arrangements in accord with USG policies and 
existing contracts such as the City Pair contract fares. 

Give the agent the authorized origin and destination points for all travelers covered 
under your TA and s/he will make reservations via the most direct routing available. 
Keep in mind that if you request a different routing you may incur substantial, 
additional costs. 




As always, have your TA available with a contact phone number hand-written at the 
top. Then scan and e-mail it to DOSta@CWTsatoTravel.com - or, FAX it to ® (866) 
597-3743. 



ft 



IMPORTANT: If you make or change reservations yourself (rather than 
using CWT), and the cost is over $100, this travel must be approved by 
officials in the Department's Office of Travel and Transportation Management 
(TTM) BEFORE you may be reimbursed. Please contact 
TransportationQuery@state.gov as soon as possible concerning 
reimbursement procedures. (You will need all relevant documentation in order 
to get reimbursement!) 

[REMINDER: APPENDIX III, PART TWO, provides important 
information on Cost Constructive Travel.] 
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4. Per Diem for En Route PCS Traveler 

If your TA authorizes PCS travel by air you will normally NOT receive per diem for 
en route travel within CONUS because NO per diem is allowed for travel of 
12 hours or less. Upon arrival at your duty station, however, you will be entitled to 
reimbursement under Temporary Quarters Subsistence Expenses (TQSE). 

[REF: The next Section (J) of this Guide discusses TQSE.] 

For PCS en route travel using a POV per diem is always at the Standard 
CONUS Rate and based on the "lodging plus" system. This means that 
the Department will reimburse you the total amount you actually paid for 
lodging up to the maximum allowed for you and any EFMs travelling with 
you as well as for the total allowable M&IE. 



During your PCS travel you do NOT need to itemize the cost of expenses covered 
under M&IE (e.g. meals, tips). As always, however, you still must submit receipts, 
for any individual purchase/expense over $75.00 and provide lodging receipts. 

The following defines the percentages used to compute the maximum allowable Per 
Diem for you and all EFMs travelling with you 

a. Initial Traveler (usually the employee) - 1 00% of Standard CONUS. 

(If traveling separately, your spouse or one EFM will be entitled to 100%. 
You are still considered to be traveling together if you use more than on 
POV but travel on the same days along the same general route.) 

b. Each additional EFM aged 12 and older - 75% of Standard CONUS. 

c. Each additional EFM underage 12 - 50% of Standard CONUS 



For New USG 
Appointees: 

TQSE is NOT 
available and 
en route Per 
Diem is paid 
only for the 
employee . 

[REF: Sec. B3.] 



Example of Maximum Per Diem Computation , using 2012 
Standard CONUS rates [Lodging-$77 + M&IE-$46 = $123]:' 

An employee and spouse, travelling together, with one^ 
7 year old child would be entitled to 
o 173.25 maximum lodging and 

(Lodging: $77 + 57.75 + 38.5 = $173.25) 
o 103.5 total M&IE. 

(M&IE: $46 + 34.5 + 23 = $103.5) 




Reminder: Even if the 2012 
rate is outdated, this example 
shows HOW to compute your 
allowable per diem. 
Always look up the CONUS 
rate in effect during travel. 
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Exception for Arrival/Departure Dates 

rOn the departure/arrival dates, the per diem for you and all EFMs travelling with you 
is reduced to 75% of the allowable M&IE portion of per diem - that is, employee - 
75%; spouse 56.25%; EFMs 12 and older-56.25%; EFMs under 12-37.5%). 

Any lodging costs on arrival date will be reimbursed under TQSE. 

[REMNDER: The next Section (J) of this Guide describes TQSE.] 



5. A Reminder about Travel Advances 

If you need a travel advance, remember to request the lowest amount possible. A 
maximum of 60% is recommended for CS employees who will have tax deductions 
that will reduce the total amounts reimbursed. 

(REF: Part 4a in Section A of this Guide explains the importance to CS 
staff of keeping advances to the minimum and Section N describes the 
tax issue in context of the RITA.) 




6. Claiming Reimbursement for PCS Travel 

As soon as possible after completing PCS travel, prepare a voucher to get your travel 
expenses reimbursed. 14 FAM 517.1 requires you to submit it within 7 days of when 
travel is completed. If travel for one or more EFMs is delayed, submit the voucher for 
your travel (and those who traveled with you). Then prepare a separate voucher 
when the other EFM(s) complete PCS travel. 

For PCS en route travel employees may use either the SF-1012, Travel Voucher or 
the DS-0189, Travel Reimbursement Voucher to document expenses and claim 
reimbursement. 

(REF: See Section O at the end of this Guide for specific details on 
preparing and submitting travel vouchers.) 



Page 68 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 
/. TEMP. QUARTERS (TQSE) 



J. TEMPORARY QUARTERS SUBSISTENCE EXPENSES (TQSE) 



The TQSE Allowance reimburses employees for a reasonable amount of the 
subsistence expenses incurred when they and/or their EFMs must occupy 
temporary quarters. These expenses include the cost of quarters (lodgings), meals, 
laundry, dry cleaning, and State/local taxes (if any) for the temporary quarters - 

that is, basic living expenses. The purpose of TQSE is to supplement basic living ^ 

expenses while you are waiting to get established in permanent housing. It was never 
intended to cover all of an employee's expenses, simply to defray a portion of these costs. 



TQSE NOT 
available to 
New USG 
Appointees. 

[REF: Sec. B3.] 



1. Authorized Locations for TQSE 



You and your EFMs may occupy temporary quarters within 50 miles (a "reasonable 
distance") of either or both the old and new duty stations. 



Old (current) Duty Station : Most employees/families 
don't leave for the new location until several days or 
weeks after their pack out. So, they often need to live 
in temporary lodgings for a short period before 
traveling (usually about 5-14 days). 



Note for FS staff : There is 
no additional domestic 
allowance similar to the 
Foreign Transfer Allowance 
for 1 0-day s "pre-departure 
subsistence expenses. " 
TQSE is all that is provided. 



New Duty Station : If a family has not located permanent housing yet, or must wait 
until it is available, they will be reimbursed for temporary quarters for up to the 
maximum authorized (see Part 2, below). In other cases, even if permanent 
housing is available, families may require temporary quarters for a short period 
until their HHE arrives. 



S Both Old/New Duty Stations, Concurrently : Sometimes a family must vacate their 
home, and the employee has to report for duty at the new job immediately, but the 
rest of the family must remain behind until the end of the school year. In this case 
the employee may occupy temporary quarters in the new location while the family 
occupies temporary quarters at the old duty station. 



2. Maximum Time Allowed for TQSE 

TQSE is authorized for a maximum of 60 days. This includes time at both the old 
and new duty stations. Day One of this 60-day period is the first day an employee or 
EFM occupies temporary quarters and runs consecutively up to the maximum 
authorized. 

Exceptions: Families may interrupt this period for the time allowed to 
travel between the old and new duty stations. An interruption is also 
permitted if the employee is on official TDY status prior to reporting to 
his/her new duty station. 
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The total time at both duty stations 

may NOT exceed the 60-day 



maximum. 



Example: If you stay in temporary lodgings for 
10 days before travelling to the new location, 
you may be reimbursed for a maximum of only 
50 days of TQSE at the new location. 



In cases where there is a compelling reason the Department may authorize an 
extension of up to 60 additional days. These extensions are VERY rare. 

[REF: FTR 306-6.105 provides examples of "compelling reasons" 
which MAY warrant an extension.] 



3. TQSE Per Diem Rate 

The per diem for TQSE is the Standard CONUS per diem rate anywhere within the 
continental U.S. — even in areas where GSA has an established locality (NSA) per 
diem rate. 

Following are the percentages that will be used to compute the TQSE allowance for 
you and your family during each 30-day period: 

First 30 days 

• Initial occupant 1 00% of Standard CONUS 

• Each add'l EFM age 1 2 or over - 75% of Standard CONUS 

• Each add'l EFM under age 1 2 — 50% of Standard CONUS 

Second 30 days 

• Initial occupant 75% of Standard CONUS 

• Each add'l EFM age 1 2 or over - 50% of Standard CONUS 

• Each add'l EFM under age 1 2 — 40% of Standard CONUS 

In the rare case an extension is granted above the basic 60 days, the percentages for 
the second 30-days would apply for the authorized extension period. 



See Examples 
following Part 4c 
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4. Reimbursement Method for TQSE (Actual Expense Method) 

a. Lodging & M&IE - Together 

Reimbursement for TQSE is computed using the TOTAL Per Diem (NOT 
"lodgings plus"). This means that there is NO breakdown between lodging and 
M&IE when computing the amount due you. It doesn't matter how much of the 
authorized amount you spend on temporary quarters and how much on M&IE, as 
long as you 

1) do NOT exceed the total per diem amount (combined lodging and M&IE) 
authorized, and 

2) can justify the amount spent. 

r Because TQSE reimbursement is based on the "actual , [REF 
expense" method you must itemize all meals (breakfast, / this Guide displays a 
lunch, dinner must each be listed individually) and dry- / f T %TmZyZenUor 
cleaning/laundry costs . I tqse. it also provides 

\ a link to the same 

[NOTE: Under TQSE dry cleaning/laundry expense are \ format on an Excel 

reimbursed as part of the total authorized CONUS per diem. 

CS Staff : You may NOT claim reimbursement for dry 
cleaning/laundry separately as "miscellaneous expenses" as you may 
under other types of domestic travel. 

FS Staff : Even though FS employees may NEVER claim these expenses 
separately when travelling domestically, you are authorized to claim 
reimbursement for dry cleaning/laundry expenses as part of TQSE — just as 
you may under the subsistence portion of HSTA when returning to the US from 
an overseas assignment] 

You must also sign a statement certifying that the meals and dry cleaning/laundry 
costs you list are "true and accurate." You will still, however, need to submit 
receipts for lodgings (temp, guarters) and any individual expense over $75.00 . 



b. No Miscellaneous Expenses billable under TQSE 

TQSE does NOT cover the cost of taxis or other transportation-related costs. 
Also, as explained under 4a, above, dry cleaning/laundry may NOT be billed as 
separate miscellaneous expenses. 

[REF: FTR 302-6.18 .1 

In addition, state and local taxes on lodgings are NOT paid separately under 
TQSE. They are included under the total amount of CONUS per diem authorized 
for the employee and any EFMs along with meals, laundry and dry cleaning. 

[REF: U.S. Civilian Board of Contract Appeals ruling, 
6/19/2007— CBCA 695-RELO . See top of p. 4 in ruling.] 
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[NOTE: Under the Subsistence Expense Portion of HSTA granted FS staff 
transferring from overseas to a domestic location, state and local taxes are still 
billable separately as "miscellaneous expenses." And, they are always billable 
separately in the continental US for other PCS-related and TDY travel.] 

c. Computed in 30-day Increments (or Less) 

TQSE is a monthly allowance computed in 30-day increments. The daily 
amount of per diem due an employee and family is multiplied by 30 - or by the 
actual number of days they occupied temporary quarters (if actual is less than 30 
days). This 30-day total is the maximum amount the employee may receive for 
that time period . The voucher examiner in RM/GFSC compares this amount to 
the expenses reported by the employee (inclusive of any state/local taxes on 
lodging receipt) and reimburses the employee the lesser of the two figures. 



SAMPLE TQSE CALCULATION 

The following calculations are based on the 2012 Standard CONUS rate 
for a family of three (employee, spouse, 7-yr old child) occupying 
temporary quarters for 60 days: 



1 st 30 days : 

Employee - $123.00 (100%) 

Spouse 92.25 (75%) 

Child 61.50 (50%)) 

Total = $276. 75 daily x 30 days = $8,302.50 

Maximum authorized: $8,302.50 

Actual Lodging+M&IE Expenses Reported: $7,654.00 

The employee is reimbursed $7,654.00 because his actual expenses were 
LESS THAN the maximum authorized. 



2"° 30 days : 

Employee - $ 92.25 (75%) 
Spouse- — 61.50(50%) 

Child 49.20 (40%)) 

Total = $202.95 daily x 30 days = $6,088.05 

Maximum possible: $6,088.50 

Actual Lodging+M&IE Expenses Reported: $7,204.00 

The employee is reimbursed only $6,088.50 because his expenses 
were MORE THAN the maximum authorized, so for this period he is 
NOT reimbursed for the total spent. 



Reminder: Even if the 2012 rate 
is outdated, this example shows 
HOW TQSE is calculated. 
Always look up the CONUS 
rate in effect for your TQSE. 
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5. Claiming Reimbursement for TQSE 

Submit vouchers to claim reimbursement for TQSE in 30-day increments. 14 FAM 
517.1 requires employees to submit vouchers within 7 working days following the end 
of each 30-day period . If your final period in temporary quarters is LESS than 30- 
days, submit the voucher within 7-days of leaving the temporary residence. 

rFor expenses related to temporary quarters you must use the SF-1012, Travel 
Voucher (available on "e-Forms"). On the second page of the form, 

s Under "DESCRIPTION" (Column C), type/write something similar to: 
"TQSE -1 st 30-days, Itemized expenses attached." 

S Under "AMOUNT CLAIMED-Other" list the total amount claimed for that 
30-day period. 

Then attach a listing to the completed form that breaks down individual costs daily for 
each meal and dry cleaning/laundry expenses, plus a receipt for your lodgings 
{quarters). 



You may use the format displayed in Appendix X to this Guide, or use your 
own Excel spreadsheet or other listing in a similar format. Just make certain 
to list each meal (breakfast, lunch, dinner) separately. For groceries, 
include only the amount spent for food, NOT for other items, such as cleaning 
supplies. (These are not reimbursable under TQSE.) At the end of your 
listing include a signed statement certifying that all expenses are true and 
accurate - similar to the sentence at the bottom of the format in 
Appendix X. 

[REF: Section O at the end of this Guide provides more details on 
preparing and submitting travel vouchers.] 
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K. MISCELLANEOUS EXPENSES ALLOWANCE (MEA) 

The Miscellaneous Expenses Allowance compensates employees for certain costs 
associated with relocating - such as discontinuing a residence at the old duty station and 
establishing a home at the new duty station. Following are examples of some of the 
expenses (listed by general categories) for which you may claim reimbursement under this 
allowance: 

S Appliances : For disconnecting or connecting appliances, equipment, utilities (except for 
mobile homes). 

s Rugs, Draperies, Curtains : For cutting and fitting such items moved from one residence 
to another. 

S POVs : For registration, driver's license(s), and use taxes imposed when bringing a 
vehicle into certain jurisdictions. 

S Transportation of Pets : Department of State policy will reimburse only the 
transportation portion of any charges for shipping a pet from airport to airport under this 
allowance. No other expenses related to moving the pet to a new location are allowable. 
(The Department's policy is more restrictive than the FTR.) 

o Limited to costs associated with dogs, cats and other house pets. Other 
animals, such as horses, fish, birds, various rodents, are excluded. 

o Reimbursement for shipping a pet is NOT authorized for travel to/from any 
PCS associated training. 

s Medical, Dental, and Food Locker Contracts : For losses - that is, only forefeiture losses 
which are NOT transferable or refundable. 

s Private Institutional Care Contracts (such as for handicapped or invalid EFMs only): For 
Losses - that is, forefeiture losses which are NOT transferable or refundable. 

[REF: FTR 302-16.11 

1. Reimbursement Method for MEA 

Employees have the option of claiming reimbursement under the Miscellaneous 
Expense Allowance using one of the following two methods: Flat Rate or Actual 
Expenses. 

a. Flat Rate Method 

You are entitled to claim reimbursement in the following amounts without 
providing any documentation. 

• Employee only - $650 or one week's basic gross pay, whichever is 
LESS. 

• Employee with at least one EFM - $1,300 or two weeks' basic gross pay, 
whichever is LESS. 
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b. Actual Expenses Method 

You may claim reimbursement in the following amounts but must provide 
receipts documenting all expenses. 

• Employee only - Up to ONE week's basic gross pay. 

• Employee with at least one EFM - Up to TWO basic weeks' gross pay. 

The amount authorized is capped and may NOT exceed the maximum rate of a 
grade GS-13 (Step 10). All grades/rates are those in effect at the time you report 
for duty at your new duty station. 



2. Claiming Reimbursement for MEA 

You may include MEA costs when submitting your PCS travel voucher, or on any 
voucher for TQSE, or, if necessary, submit a separate SF-1012, Travel Voucher for 
these costs. 

For MEA expenses related to temporary quarters you must use the SF-1012, Travel 
Voucher. On the second page of the form, 

y Under "DESCRIPTION" (Column C), of the appropriate form, type/write 
something similar to: "Miscellaneous Expense Allowance" - and, if using 
the Actual Expense Method, add: "Itemized expenses attached." 

S Under "AMOUNT CLAIMED-Other" list $650 or $1 ,300 as appropriate - 
or the actual amount you are claiming 

In all cases, when you are claiming actual costs , you must attach copies of all 
paid bills, checks, receipts, or other acceptable evidence justifying the 
amounts claimed. 

[REF: Section O at the end of this Guide provides more details on 
preparing and submitting vouchers.] 
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L. RESIDENCE TRANSACTION ALLOWANCES (RTAs) 



Residence Transaction Allowances (RTAs) provide compensation to both CS and 
FS staff for some of the expenses they may incur due to one of the following: 

Settlement of an unexpired lease on a rental unit or mobile home lot, or 

«° The sale of a residence at the old duty station , and/or 

«° The purchase of a residence at the new duty station . 

To qualify for RTAs (lease settlement or sale of a home) you must be occupying the 
residence at the old duty station at the time you are notified of your transfer - UNLESS 
you are transferring from a foreign area to a domestic duty station at least 50 miles from the 
one you left when you transferred out of the U.S. 

Until 201 1 , RTAs were generally NOT authorized for FS staff 
transferring from one domestic location to another. 14 FAM 232.2 
limited it only to those moving back to the US from an overseas 
assignment. Based on a ruling from the Department's Legal Office 
in August 2012, the RTA is now also available to FS staff 
transferring domestically. 

(REF: As of this date, Section 232.2 of 14 FAM is still in the 
process of being updated. Regardless of the language in the 
FAM, however, RTAs are available to FS staff transferring 
domestically, or from overseas to a duty station in the US that is 
more than 50 miles from their previous US dutv station.) 



This Section and its associated appendices (VII and IX) provide only an overview of the 
^ RTAs and the kinds of expenses for which you may be reimbursed. We strongly encourage 

ryou, therefore, to refer directly to FTR 302-11 in addition to reading the capsulated 
information in this Section, if you plan to claim reimbursement for the sale or purchase 
of a residence. Because of the many details involved, you should be as informed as 
possible. 



RTAs NOT 
available to 
New USG 
Appointees. 

[REF: Sec. B3.] 




1. Lease Settlement Expenses 

a. What and When Reimbursable 

An employee with an unexpired lease (including month-to-month) for a residence 
at his/her old (current) duty station, may receive reimbursement for settlement 
expenses and additional costs such as broker's fees and advertising costs to sub- 
lease the unit . To qualify, the following conditions must apply: 

• Applicable laws or the terms of the lease provide for the payment of 
settlement expenses; 

• The expenses cannot be avoided by sub-lease or other arrangements; 
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• You have not contributed to the expenses by failing to give proper lease 
termination notice promptly after being notified of your transfer; 

• Broker's fees or advertising charges are customary for the area. 



b. Claiming Reimbursement for Lease Settlement Costs 

To apply for reimbursement of lease termination expenses, submit the following 
completed documents with an SF-1012, Travel Voucher: 

s A copy of the executed lease and paid receipts; 

S A written statement from the landlord that identifies the fee charged to 
terminate the lease; 

S Proof of payment, such as a cancelled check or writtten receipt; 

S Any other documentation, receipts, etc., to verify additional fees. 

r Submit your claim for reimbursement as soon as possible after the transaction 
occurs. In addition, the settlement date for lease termination transaction must 
occur no later than ONE year after the day you report for duty at your new 
duty station. 



2. Selling a Residence at Old Duty Station 

You may receive reimbursement for certain costs 
connected with the sale of the one residence from which 
you regularly commute to and from work on a daily basis 
and which was your residence at the time you were 
officially notified of your transfer to the new location. 

Reimbursement for expenses on the sale of a residence shall 
NOT exceed 10% of the actual sales price . Apply for reimbursement as soon as 
possible after the sale is final. The settlement date of your home sale must be 
completed within ONE year of the day you report for duty at your new duty station 

[REF: Appendix VIII - Selling a Home: Part ONE lists some 
of the specific costs for which you may claim reimbursement 
when selling a house; Part TWO identifies the Documents 
Required to Obtain Reimbursement. Please review both Parts 
carefully if you plan on selling a residence.] 




For details on Title 
Requirements to 

qualify for 
reimbursement, 
see FTR 302- 
11.101 thru .106 
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3. Buying a Residence at New Duty Station 

You may receive reimbursement for certain expenses connected with the purchase of 
one residence at your new duty station. (You do NOT need to sell a residence at 
your old duty station in order to qualify for reimbursements related to a purchase at 
your new station.) 

Reimbursement for expenses on the sale of a residence shall NOT exceed 5% of the 
actual purchase price . Apply for reimbursement as soon as possible after the 
purchase is final. As for the sale of a home, the settlement date of a home purchase 
also must be completed within ONE year of the day you report for duty at your new 
duty station 

[REF: Appendix IX - Buying a Home: Part ONE lists some of 
the specific costs for which you may claim reimbursement 
when selling a house; Part TWO details the expenses that are 
NOT reimbursable on home purchases; Part THREE identifies 
the Documents Required to Obtain Reimbursement. Please 
read all THREE Parts carefully if you plan on purchasing a 
residence in your new area.] 
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M. TRANSPORTATION: SETTLING-IN & UNPACKING 

Within a few days of your arrival at the new duty station, contact your transportation 
counselor (TC): From within the DC area call: 8 (202) 663-0891/92. From anywhere else 
in the US call: W (800) 424-2947. 

If you have just relocated to the DC area, consider stopping by the 
Transportation Branch to meet your TC in person - Suite 5100, 2121 Virginia 
Avenue, N.W. (SA-3 by the CVS Drugstore), Washington, DC. 

If your contact information has changed, give him/her phone numbers and an e-mail address 
where you can be reached. 

0 

rAs soon as possible, let the TC know when you expect to move into your permanent quarters 
- even if you only have an approximate date - and then keep him/her updated on status. 

Your TC will give you the name and phone number of the moving company who will handle 
the delivery and unpacking of your effects and he/she will make any necessary 
arrangements to store your HHE (if necessary) for up to 

• 60 days if you are Civil Service. 

• 90-days if you are Foreign Service. 

Reminder: Beyond this 60- or 90-day period you will be responsible for all storage 
costs - unless an extension is approved before the end of the time period initially 
authorized . The USG will still pay for the delivery and unpacking of your effects, but you 
must settle the extra charges with the storage company BEFORE delivery of your shipment. 



1. Schedule Delivery of Effects 

a. You must schedule the delivery of your HHE (and UAB) directly with the 

company assigned to handle your shipment. The TC will have sent the 
authorization to transport and deliver the effects to the moving company - if 
you have informed him/her of your plans. 

In most cases your contact person will be the company representative who 
has handled your move thus far. Let him/her know as soon as possible after 
you have a move-in date for your new residence so s/he can schedule your 
delivery. 

Once your incoming shipment has arrived in the area of your new duty 
station, the company must deliver your effects within 5 working days of 
your telephone request to them for delivery. 

Note: If you are expecting multiple shipments, stage the delivery schedule. Have 
the larger pieces delivered first so they can be put in place before smaller items 
arrive. 



Page 81 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

M. SETTLING-IN & UNPACKING 



b. Call the delivery company again the afternoon before the arranged 
delivery date to confirm the appointment. Because of the way most 
companies schedule their work, they should be able to give you three-hour 
window of when they will arrive at your home the following day. 

c. If you encounter any problems with getting your effects delivered, try first to 
work it out directly with the moving company. If you have given the 
company adequate notice and still cannot get a satisfactory date scheduled, 
don't hesitate to contact your TC for assistance. 



2. Administrative Leave for Unpacking 

You are eligible for up to 8 hours (one-day) of administrative leave for unpacking . In 
exceptional circumstances, where the need for additional time can be documented, a 
supervisor may (NOT must) grant up to 8 additional work hours for unpacking. 

[REF: 3 FAH-1 H-3465 .1 



3. Plan for the Delivery of Your Effects 

As for your pack-out, it is important that you actively plan for and manage the delivery 
and unpacking of your effects. Professional movers know their job, but they need to 
know what you, as the customer, want them to do within their contractual 
requirements. So, the better you plan, the more guidance you can provide - and that 
will make the move-in process simpler and quicker. Prior to the delivery date we 
recommend you take the following steps to prepare for a smooth move-in: 

Step 1 : Decide on the arrangement of each room in your new residence. Be 

prepared to tell the moving crew where you want them to place items in every room. 

• Start with rug placement, and then move to major pieces of furniture. 

• Small items normally will be unpacked last - after furniture is in place. 

Use the copy of your inventory to mark which room movers should place each 
furniture item and box/carton; this makes unpacking easier for both you and the 
movers. 

Step 2 : Arrange to have electricity, water, and other utilities connected. For your 
convenience in settling-in, we also recommend that you have telephone, internet, 
and cable/satellite TV connected so you can install equipment soon after it is 
unpacked. These conveniences will go a long way toward making your new 
residence a "home" quickly. 

Step 3 : Plan for space on the street or in parking area (as appropriate) to 
accommodate the moving van. This can be an issue in some locations. Consult 
with building management on the procedures to follow. If you live in a house, you 
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may want to ask your neighbors to leave extra space on the street surrounding your 
home. In some areas you may even need to get a permit from local authorities. 

Step 4 : Arrange also for movers to have access to elevators, if necessary. Make 
certain to get elevator keys from building management so that movers can have 
exclusive use of at least one elevator if at all possible. This will ensure that items 
move into your new home quickly and efficiently. 

Step 5 : Have cold drinks, paper cups, and/or bottled water, soap, extra paper 
towels and toilet paper available in your new residence at a minimum. These are 
items you might not otherwise have on hand if you have not moved into the residence 
as yet (as is most often the case). 

Step 6 : Once again, plan for the safety of your pet(s). If possible have them stay 
M^fTTj in y° ur temporary quarters until movers have departed — or, leave them with a 
t-^^^/ sympathetic friend or new neighbor during the day when the unpacking crew is at 

work. 

A second-best alternative is to place your pet(s) in a room with a closed door 
- for example, a second bathroom or a well-ventilated walk-in closet. (This 
alternative is considered "second-best" only because it may be more difficult to 
segregate a closet area when you may need more space to put incoming 
items/boxes.) 



4. Mo vers ' Responsibilities 




Before deciding how to manage your unpacking day, you need to know what 
responsibilities the moving contractor has. Following are the major tasks that packers 
will perform during your move-in: 

a. Open all lift vans (if any) and carry the contents into your residence. 

b. Lay rug pads and rugs where you want them. 

If furniture is already in place from a previous shipment the packing crew is 
NOT required to move furniture in order to lay rugs or pads. 

c. Place items of furniture in appropriate rooms. 

Do NOT expect the packing company to move furniture around within a room 
more than once. 




d. Open and unpack all boxes/cartons and place kitchenware, chinaware, 
glassware, silverware, linens, etc., on flat surfaces — NOT on shelves or in 
cabinets, cupboards, or drawers . 



You may also elect to unpack some boxes/cartons yourself so you will know 
where to find them and can put items away as you unpack. 
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e. Setup beds, place springs and mattresses on bed frames, and install mirrors on 
dressers. 

f. Unpack crates containing pictures and mirrors. 

The packing crew will NOT hang pictures or mirrors - that is strictly your 
responsibility. 

g. Remove from your premises all trash, empty boxes/cartons and debris that result 
from the unpacking process. 

If you choose to unpack some or all boxes/cartons later, the contractor is NOT 
required to make a second trip to your residence to dispose of the empty 
containers and packing materials. So think carefully before you make this 
decision. 



5. Manage the Move-In and Unpacking of Your Effects 

You should definitely plan on being present to supervise the entire move-in 
process - and have at least one other person with you to assist . The unpacking 
crew will move furniture and boxes into your new home as quickly and efficiently as 
possible - but you do need to provide some guidance. 

a. Communication is Key - just as for your pack-out: As soon as the unpacking 
crew arrives - 

• Give them a tour of your residence and, if necessary, identify which rooms 
will coordinate to locations marked on boxes during your pack-out. 

(For example, in which room should they place boxes marked "office," "guest 
bedroom," "family room," etc.) 

• Let them know whether you want them to unpack ALL boxes or if you will 
identify the boxes to unpack as they bring them into the residence. 

IMPORTANT: If you do not unpack all the boxes before the crew 
leaves, write "Contents Subject to Further Inspection" along 
with the inventory number of the box on the receipt before signing. 

• Be upfront about voicing any concerns you may have. 

• Ask if they have any suggestions or need additional clarification. 

• Take time to find out what input they want from you during the move. 
(Communication works better if it goes two ways!) 

b. Someone acting for you should stand near the door with a copy of the inventory 
list to perform the following two functions: 

(1 .) To check off each item/box on the inventory sheet as it comes in the door. It 
is very important that you have a way of making certain everything arrives. 
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(2.) To tell the packing crew what room to take items/boxes if they have a 
question as they bring them into the residence. This saves time and keeps 
things moving quickly. 

c. You (and/or your spouse) should be in the residence telling the 
packing crew where to place furniture and boxes within each room. 
Only you know how you like your home set-up. 

The Department requires that movers be courteous and perform all of the functions 
listed above. If you experience any serious problems with the manner in which your 
effects are delivered and cannot resolve the issue with the crew chief or the company 
representative, call the Transportation Office's, Contracts Section at ® 202-663-0959 
for assistance. (The telephone number for the Chief Inspector is: ® 202 663 0961 .) 




6. Delivery Receipt 

When all items have been placed in your new residence and everything unpacked 
(except for those boxes/cartons you want to unpack yourself), the crew chief will give 
you a delivery receipt to sign. This receipt indicates that all items were received and 
in good condition unless it specifically identifies any loss and/or damage to the 
shipment . Failure to identify lost/damage items will relieve the delivery 
company of any liability for the loss/damage, and prevent the USG from 
honoring any subsequent claim. So, make certain that the following information is 
clearly written on the delivery receipt : 

(1 .) Inventory number for each lost/damaged item, including the following, 
S A brief explanation of any damage, 
S A short description of lost items (if necessary), 



(2.) Inventory number for all boxes/cartons NOT unpacked (i.e., those yo u asked to 



unpack yourself), along with the following statement: 
S "Contents Subject to Further Inspection. " — 




Review the delivery receipt carefully to ensure that any exceptions or problems are 
clearly noted on this sheet BEFORE you sign it. 
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7. Filing a Claim 

While we always hope everything gets delivered in good condition, there are times 
when the unforeseeable occurs. In these cases always notify the company making 
the delivery of the loss or damage by identifying the damage on the delivery receipt. 
Often, the moving company will work with you to pay for repair or replacement 
immediately. If not, however, you need to understand your rights. 

You have 75 days from the date of delivery either to file a complete claim for 
damage/loss or to send an intent-to-file memorandum to the Department's Claims 
Office. This memorandum can be sent via e-mail (ClaimsQuery@state.gov), FAX 
(202 663 0985), or mail (A/LM/OPS/TTM/CL, Room 5148, S/A 3) - or you may even 
hand deliver it. Even if you are filing claims with your insurance company and/or the 
mover, we recommend that you send in a memorandum to Claims stating your intent 
to file a claim. This will cover you in the event you do need to file a claim with the 
Department - and will do no harm if all is settled and you don't need to file. 

Once the memorandum is sent , you then have two years from the date of delivery 

of the goods to submit the claim for damage/loss. However, it is to your advantage 
to file a claim within one year of receiving the goods. 

[REMINDER: Part THREE of Appendix IV to this Guide presents 
information on "Filing a Claim." Please review it and any references 
carefully. It's important to understand the process and follow- 
through with all necessary actions.] 

It always helps to take pictures of damaged items - and take them from several 
different angles. Pictures are the best documentation to make your case . 
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3 



The Relocation Income Tax Allowance (RITA) compensates 
employees for substantially all of the additional Federal, State, 
and local income taxes incurred as a result of reimbursements 
they receive for PCS-related travel, transportation, and 
relocation allowances. (If a joint tax return is filed, 
compensation is for employee and spouse.) 

Civil Service employees must pay taxes on reimbursements 
received for all of the following relocation expenses: 

s House-Hunting trip expenses, 

S En Route expenses for PCS travel, 

V Temporary Quarters Subsistence Expenses (TQSE), 

S Real Estate Expenses (under RTA), 

S Miscellaneous Expenses (under MEA), and 

s Expenses for movement of a mobile home. 



FTR 302-17 provides all regulations governing the RITA, including how it is 
computed and paid. This lesson provides a simplified overview to help you 
understand the kind of compensation you may receive under this 
allowance and what you must do to obtain it. 



RITA is paid only to 
CS employees . 

FS employees do NOT 
need this allowance. 
They are exempt from 
paying taxes on 
reimbursements for 
PCS-related travel, 
transportation and 
allowances under Title 
1 , Chapter 9, of the 
Foreign Service Act 
of 1980. 



<3 



a: 



RITA NOT 
available to 
New CS 
Appointees. 

[REF: Sec. B3.] 



J 



1. Definitions of Year 1 and Year 2 for RITA 

Compensation under RITA is a two-step process. Keys to understanding this process 
are the definitions of "Year 1" and "Year 2" as they apply to this allowance. 

a. Year 1 : the reimbursement year - that is, the calendar year in which you 
receive reimbursement for covered relocation expenses based on the vouchers 
you submit. 

During Year 1 you will receive a "Withholding Tax Allowance" (WTA) to cover 
the Federal income tax withholding liability on the reimbursements you 
receive. (Explained in Part 2, on the next page.) 

b. Year 2 : the calendar year immediately following Year 1 - that is, the year in 
which you must file a tax return for Year 1 income. 

During Year 2 RM/GFSC will compute and pay your RITA. This payment will 
be any amount owed to you, over-and-above the WTA advanced to you in 
Year 1 . [Explained in Part 3 of this Section.] 

The following page includes two examples of how these definitions apply in practice. 
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"YEAR 1" and "YEAR 2" Reimbursements 

Example A 

An employee relocates in July 2012 and receives payment for all 
vouchers by the end of November 201 2 . In this case it's clear -- 

s Year 1 is 2012 and 

/ Year 2 is 2013 (year the employee must file 201 2 tax return). 
Example B 

Now assume an employee relocates near the end of October, 2012 

and receives reimbursement for a House Hunting trip and PCS en 
route travel expenses by the end of November 2012 . 

Because he and his family are still in temporary housing until mid- 
December and the closing on his new house is not until January 2013, 
he is reimbursed for TQSE in January 2013 and all real estate 
expenses by June 2013 . In this second case the following applies - 

(1) For reimbursements connected with the House Hunting trip and en 
route travel: 

o Year 1 is 2012 and 

o Year 2 is 2013 (year he must file 201 2 tax return). 

(2) For TQSE and all real estate reimbursements: 

o Year 1 is 2013 and 

o Year 2 is 2014 (year he must file 201 3 tax return). 



2. Withholding Tax Allowance (WTA) in Year 1 



The Withholding Tax Allowance (WTA) paid in Year 1, provides an estimated 
compensation to cover an employee's Federal income tax liability prior to final 
compensation under RITA. It is designed to reduce the amount an employee may be 
out-of-pocket during the critical time when s/he needs to pay 
relocation expenses. f£ 



a. Determining Rate for WTA 

Before you submit your first reimbursement voucher for 
PCS-related expenses (usually for a House-Hunting trip), 
you must also submit a form that requires you to identify the 
Federal Withholding Tax Rate (FWTR) which RM/GFSC 
should use to compute your WTA. This form is the DS-4217, 



Due to current statutory 
restrictions, employees 
may NOT be reimbursed 
under RITA for benefits 
due domestic partners. 
This means that 
employees may NOT claim 
reimbursement based on a 
"married, filing jointly" rate, 
but only at the "single" 
rate. (6/2012) 



* — If you do NOT have 
access to the OpenNet, 
call (843) 202-3766 — 
or, 2-3766 from a 
Department phone — to 
get a copy of this 
important form. 



Employee Agreement for Repayment of Excess Withholding Tax 
t Allowance (WTA) and is available as an eForm on the Department's 
OpenNet. As the title indicates, your signature on this form obligates you to 
repay the Department any WTA in excess of the RITA due you in Year 2. 
You will NOT get WTA repayments unless the form is completed and signed . 
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You must select one of the following two options on the form: 

Option A: If you anticipate that your FWTR for the current year will be 25% or 
greater. 

Option B: If you anticipate that your FWTR for the current year will be 15 
percent or less. 

To decide which of these options applies to you, check with your tax preparer, or 
review your last year's tax return to determine the FWTR assessed for the 
previous year. 



CAUTION! 

If you elect Option A, but your taxable income falls 
below the standard 25% rate for Federal taxes you 
will owe the Department money when your RITA is 
computed at the beginning of Year 2. 

Why? Because you will be paid WTA during Year 1 at 
a higher rate than what you are due. 



b. WTA and Voucher Payments 

After a voucher examiner in RM/GFSC reviews any PCS-related reimbursement 
voucher you submit, s/he computes your WTA using a formula based on the 
option you selected. The examiner then adds the WTA to the approved 
reimbursable amount and this total becomes the GROSS taxable amount 

Your payment is processed through the GFS payroll system where the following 
deductions are taken out of the gross amount as they normally are from your 
salary: 

. S Federal taxes, 

]^ s State and local taxes, if applicable, 

S Medicare, and 

S OSADI (social security) for CS employees under FERS. 

1 ) If you do NOT have any outstanding travel advances , the after deductions 
result is the NET amount you receive in your bank account for the 
voucher you submitted. 

2) If you have an outstanding travel advance , the full advance is deducted 
from the after deductions amount and any remaining balance becomes 
the NET amount you receive. 

[Note: If you have taken a travel advance, it is possible that you may 
NOT be due any payment when you submit one or more of your 
vouchers!] 
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c. Year-End Documentation 

1 ) Employee Moving Expense Worksheet for Calendar Year: At the end of 

Year 1 (December), RM/GFSC Employee Claims will send you a copy of this 
worksheet. This consolidated sheet lists the following amounts for the 
calendar year: 

^ The total amount of WTA advanced to you. 

*■ The total gross amounts paid to you for each type of reimbursement 

(that is, TQSE, Misc. Expense, En-route transportation, etc.) as well as 
the total net amount you actually received for each type of 
reimbursements. 

[NOTE: All deductions (including travel advances) are included in the 
total and also listed in Box 14 of the worksheet. 

2) W-2 Form: The gross amounts of all relocation allowances and benefits paid 
to you will be reflected on the W-2 form prepared for you at year-end. 



3. RIT Allowance (RITA) in Year 2 

As previously indicated the RITA provides compensation for substantially ALL 
Federal, State and local income taxes incurred on the reimbursements you received 
in Year 1 . Keep in mind, however, that deductions are also taken for Medicare and, 
OSADI (social security) for CS employees under FERS. These deductions are NOT 
included under the RITA and will NOT be returned to you. 



a. Information You MUST Provide 



At the end of Year 1 , RM/GFSC Employee Claims will send you a form to collect 
the data they need to calculate your RITA based on the reimbursements you 
received in Year 1. This form is titled: "RELOCATION INCOME TAX (RIT) 
ALLOWANCE STATUS CERTIFICATION FORM." It requires you to provide the 
following information: 

S Year 1 Income for you (and your spouse, if filing joint tax return) as listed 
on your W-2 form(s), and on any 1 099, and/or on Schedule SE. 

s Name of the State(s ) (if any) that taxed your relocation expense 
reimbursements in Year 1 . 

s Name of any Locality (if any) to which you paid local taxes on your 
relocation expense reimbursement in Year 1. 

s The Type of Tax you paid if you paid any local taxes. 



If you do NOT return this 
Certification, any WTA paid 
to you will be considered 
an overpayment and the 

Department will deduct the 
funds from your pay. 



I 



When returning this form, you must attach copies of all W-2's, 1099's, 
and Schedule's SE as verification. Based on the agreement you signed 
to get the WTA, you must submit the form and all information within 
120 days of the beginning of Year 2 - that is, no later than April 30 th . 
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b. RITA Calculation 

A voucher examiner in RM/GFSC Employee Claims uses the data you provide 
along with Federal and state tax tables to calculate your gross RITA. This 
calculation includes subtracting all WTA payments made to you in Year 1 . 

The RITA payment is processed through the RM/GFSC payroll system where the 
following deductions are taken out of the gross amount -- just as they were for 
other reimbursements: 

S Federal taxes, 

S State and local taxes, if applicable, 

S Medicare, and 

S OSADI (social security) for CS employees under FERS. 



1 ) If you do NOT have any outstanding travel advances , the after deductions 
result is the NET RITA you receive. 



2) 



NEGATIVE RITA 

If the WTA you received for Year 1 reimbursements 
was calculated using the 25% or greater tax rate, but 
you actually fell into the lower 15% or less tax 
bracket, your RITA will be a negative amount. In this 
case no deductions will be taken from the 
GROSS negative RITA. 

You owe the Department the negative RITA 
amount and MUST repay it within 30 days of 
issuance of the letter of indebtedness. 



If you have an outstanding travel advance , the full advance is deducted 
from the after deductions amount and any remaining balance becomes 
the NET amount you receive. 



NEGATIVE RITA 
+ OUTSTANDING Travel Advance 

In the case of a gross RITA that is a negative figure, the 
amount of the outstanding travel advance is added to 
the negative RITA amount - resulting in more money 
for you to repay within 30 days! 
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0. PREPARING & SUBMITTING VOUCHERS 

For All PCS-Related Expenses 

Preparing a voucher requires employees to justify their 
expenses to a third party — a voucher examiner in 
GFSC. Since you will not be sitting beside the voucher 
examiner when s/he reviews your submission, the key is to 
provide as much detail as possible when preparing each voucher. Document all expenses 
clearly and submit signed copies of all required forms. 

This section serves as an overview of the requirements for submitting vouchers for expenses 
related to PCS travel and allowances. It provides general information relating to all vouchers 
and identifies the forms required to claim reimbursement. After reviewing the general 
guidance in this section, refer again to other sections of this Guide which include additional 
details for various kinds of benefits and allowances. 

[REF: House-Hunting expenses-Section C, Part 5; PCS Travel 
expenses-Section H, Part 6; TQSE-Section I, Part 5; MEA-Section J, 
part 2; RT A— Section K, Parts 1b, 2b, and 3c + Appendices VIII and IX] 



IMPORTANT! 
You MUST file a voucher even if 
you never received a travel 
advance — or if you only spent 
the amount advanced to you. 



1. Schedule for Submitting Vouchers 

The following schedule identifies when to submit vouchers for various expenses: 

S House-Hunting trip expenses: within 7 working days after completing your trip. (If 
your spouse travels separately, submit a separate voucher for each trip.) 

S PCS Travel expenses for actual travel to new duty station: within 7 working days 
after completing travel. (If any EFMs travel later, voucher these trips separately.) 

S Temporary Quarters Subsistence Expenses (TQSE) : Upon completion of each 
30-day period in temp quarters. 

S Miscellaneous Expense Allowance (MEA) : 

• If you are claiming the "Flat Rate," you may include the appropriate amount 
($650-employee only or $1 ,300-Employee+EFMs) on the voucher for your 
PCS travel, or submit it on a separate voucher or with your TQSE expenses. 

• If you are claiming reimbursement for "Actual Expenses," (receipts required), 
submit a separate voucher after your new residence is established. 

S Real Estate Transaction Allowances (RTA) : 

• Lease Settlement Expenses - As soon as possible after settlement of the 
lease and payment of all related fees. (Depending on the timing, you may 
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include these expenses on your PCS travel voucher, OR prepare a separate 
voucher.) 

• Sale and/or Purchase of a Residence - As soon as possible following 
settlement of each. 



2. Required Vouchers and Documentation 



The following MUST be included with each request for reimbursement as 

indicated. 



s SF-1012, Travel Voucher form (signed & dated). ALL submissions 

Exception: DS-0189, Travel Reimbursement Voucher as an alternative ONLY for 
your en-route PCS travel to post. 

(On either form, identify clearly all expenses and the amount you are claiming 
for reimbursement. In some cases it is simpler to write "see attached sheet" 
below the title of the expense and provide a breakdown or explanation of the 
total being claimed via an attached Word document or an Excel spread sheet.) 

S Copy of TA and any amendment(s) to it. ALL submissions 

S Copy of your Continued Service Agreement . ALL submissions 

S Receipt for any individual item over $75 . ALL submissions 

(If you do not have a receipt, provide an alternative proof of payment such as 
a cancelled check or credit card statement.) 



S Receipt for lodging costs . House-Hunting, PCS Travel, TQSE. 



s Daily cost for EACH meal and dry cleaning/laundry / [^this Guide displays'^ 
(signed to certify accuracy of expenses). TQSE only. ( format to track money 

spent for TQSE with a link 
Jo an Excel spreadsheet] 

S DS-4011, Claim for Reimbursement of Closing Costs for 

Sale of Old Residence. Residence Transaction at old duty station. 

S DS-4010, Claim for Reimbursement of Closing Costs for Purchase of New 
Residence. Residence Transaction at new duty station. 

S HUD-1, Settlement Statement. Residence Transaction for Sale or Purchase of 
Residence and a copy of the Sales Contract. 

Note: The SF-1012, OF-0189, DS-4011, and DS-4010 are all 
available as e-Forms on the Department's OpenNet system. 
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3. Voucher Submission and Payment 

When completed, scan and e-mail the Voucher form (SF-1012, or DS-0189) and 
all documentation for processing to one of the following: 

Civil Service Staff . Send to the GFS Vouchering office at 
GFSCECFTRVouchers@state.gov (or, if you have access to the State e-mail 
system, the address listed in the GAL is GFSC-EC-FTR-Vouchers). 

Foreign Service Staff . Send to the GFSCWOEC@state.gov (or, if you have 
access to the State e-mail system, the address listed in the GAL is GFSC 
WO-EC). 

[Note: The submission addresses for travel vouchers differ because 
CS vouchers for domestic transfers are taxed, and FS vouchers are 
exempt from taxation. CS vouchers, therefore, must be processed 
through the payroll system while those for FS employees are processed 
separately.] 




i 



Alternatively, if you have any questions or do NOT have access to a scanner, you 
may hand-carry your voucher to the Travel Service Center in Room 1 258, Main State 
(HST). They will scan and send the voucher and supporting documents to 
Charleston for processing. 

And, ALWAYS, keep a copy of everything you send for your own files. 

GFSC normally processes vouchers within 30 days or less of receipt to meet 
requirements of the Prompt Payment Act. All voucher payments (reimbursements) 
will be directly deposited into your bank account . You will NOT receive any notice 
that the money has been deposited. It will be a separate payment and NOT included 
with your regular federal salary. 

At the end of the year CS employees will receive a statement for tax purposes of all 
reimbursements paid to them. 

QUESTIONS: If you have specific questions on preparing or submitting your PCS travel or 
related vouchers, OR, if you have not received payment in your bank within 30-days, send an 
inquiry to: 

EmployeeClaims@state.gov (On the GAL see Employee Claims Customer 
Service.) 



[REF: See the Note on the next page about the automated vouchering 
system now under development] 
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The Future FYI: "PCS Travel Claim" 

"PCS Travel Claim" is a web-based system under development to automate the 
vouchering process. It is currently (6/2012) being piloted with some international PCS 
claims and will be adapted for use with domestic claims in the future . 

The system enables employees to enter their travel itinerary and expenses and then it 
automatically calculates the M&IE, produces a Travel Reimbursement Voucher (pdf 
format), and a dynamic checklist to review prior to submission. After submission, the 
system routes the claim to approvers, examiners, and certifying officials for processing. 
The employee can check the processing status at any time. In addition to travel claims, 
the employee will be able to submit the appropriate Allowance form for reimbursement 
of TQSE. 



1 
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APPENDIX I : HOW TO READ TRAVEL AUTHORIZATIONS 

This Appendix introduces you to the format the State Department uses for its Travel Authorizations 
(TAs). It describes the various sections of a sample TA for a domestic (CONUS-CONUS) transfer. 

PART ONE identifies the information contained in each section of the sample TA. 

Then, PART TWO is the actual sample TA for a Civil Service employee relocating ■ ■ 

from DC to Charleston, SC. The numbers in blue boxes on the TA (like the one to M 
the right) are NOT part of the TA, but refer to the numbered explanations in Part 
ONE, below. 

Begin by looking through the TA in Part TWO. Then carefully read the explanations below. 
Because your TA is the official authorization to reimburse you for the travel and allowances 
connected with your move, it is vital that you understand the details it contains. If something is 
missing and/or incorrect, you will need to get your orders amended to include the proper information 
and/or allowance/benefit. 

[REF: The benefits and allowances identified on the TA are explained in the various 
sections and Appendices to this guide. For a quick intro to any benefit/allowance, refer to 
the tables in Section B of this Guide - Civil Service employees see Table 1 (GREEN 
table); Foreign Service employees see Table 2 (BLUE table), and New Appointees to 
federal employment see Table 3 (Gray table).] 



PART ONE - Key to Reading Your TA 



□ 



0 



Type of Travel Order . The second line 
on a TA identifies the type of travel it 
authorizes: 

For example, the sample TA is a 
"Direct Transfer Order/lntra U.S." 

(Transfer from one US Location to 
another US Location) 

Notice also the date at the top of the 
sample TA ("07/02/201 2"). It is the date 
this Travel order was printed and NOT 
the date of the actual TA. Both the TA 
number and its official date (are provided 
near the end of the document along with 
relevant funding information. (See 
explanation under 10, this part.) 

Assignment Information. The first 
section at the top of a TA identifies the 
travelers authorized to travel under this 
order and other basic information as 
follows: 



a. Actual Origin: Authorized starting 
point (usually the current/old duty 
station) 

b. Actual Dest: Authorized ending point 
(normally, the new duty station) 

c. ETD: Estimated time/ month of 
departure with a 3-month window: 
Travel must begin 

• NO earlier than the first day of the 
month before the ETD month; 

• NO later than the last day of the 
month following the ETD month. 

(On the sample orders with 8/2012 
as the ETD, John Doe may leave 
his old duty station as early as 
July 1 st or as late as the end of 
September without an amendment 
to his TA.) 

d. ETA: Estimated time/ month of arrival 
which also has a 3-month window for 
completing travel. 
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e. EFM(s): Eligible Family Members 
authorized to travel under this TA. 

«. 

rMake certain all your EFMs are 
included on your orders. If not listed 
you will NOT be reimbursed for any 
travel/TQSE expenses to which they 
may be eligible. 

3 Itinerary . The itinerary directs the order in 
which the travel must be performed. These 
points serve as the basis for cost 
constructing of travel or transportation 
expenses, if necessary. 

[Appendix III of this Guide 
discusses cost construction.] 

The authorized stops listed in the itinerary 
always appear in the same order as the 
elements on the TA. 

(On the sample TA , for example, 
DC/Charleston/DC identifies the 
authorized round-trip routing for the 
House-Hunting trip authorized for John 
Doe and his wife - explained under 4, 
below.) 

| 4 | Element - House-Hunting Trip . This 
section authorizes a house-hunting trip for 
"10 calendar days" and identifies the 
expenses authorized for the trip. 

(For example, the sample TA approves 
the following: 

• Economy Class Travel - refers to 
airfare unless another mode is 
specifically cited. 

• Rental Vehicle (Unless stated on 
the orders, rental cars are NOT 
authorized.) 

• Travel Per Diem - Per Diem for 
the employee and spouse for the 
first and final day of travel (i.e., 
75% of the authorized M&IE.) 

• Employee and EFM Per Diem - 

Per Diem for the entire trip (except 
for the 1 st and final days of travel. 

(Notice on the sample orders that 
only John and his wife are 



E 



E 



E 



authorized a house-hunting trip 
because a legal spouse is the only 
EFM eligible for this allowance.) 

Dollar Amounts . All dollar amounts on 
TAs are the estimated costs for internal 
budgeting purposes only. They are not 
limits. The limits on what you can spend 
are based on the travel, transportation, 
and allowance details approved in your 
TA, combined with the regulations 
governing these benefits. 

Keep in mind, however, that the amounts 
listed for per diem are generally accurate 
based on the CONUS per diem rate 
expected to be in effect during your travel 
and if the full amount is taken. 

(Notice on the sample TA , that John 
has a higher per diem estimate that his 
wife. Remember that since they are 
travelling together she is only eligible 
for 75% of the CONUS rate.) 

Remarks . Remarks relating to travel, 
transportation, and allowances usually 
appear at the end of each element and/or 
following the last element. These remarks 
are important because they grant 
additional authorities or provide necessary 
information/clarifications. Always read all 
travel remarks in their entirety or you 
may miss vital information affecting your 
approved travel and benefits. 

(For example, the remarks at the end 
of the House-Hunting element on the 
sample TA tell the traveler he is 
authorized taxis to/from the airport 
("ground transportation" connected to 
air travel) and the type of per diem 
authorized ("CONUS") as well as some 
important caps on the cost of any 
rental vehicle.) 

Element — Transfer Travel and Effects : 

This section includes the modes of travel 
and per diem allowed while performing the 
actual "transfer" element of the relocation, 
including en route travel and all shipping 
and storage allowances. 



Page 98 (7-16-2012) 



A GUIDE to DOMESTIC MOVES 

APPENDIX I: HOW TO READ TAs 



The travel covered under this element is 
from the location in the previous element 
identified in the "Itinerary" - that is, from 
the current/old duty station to the new duty 
station. 

(For example, on the sample TA the 
House-Hunting trip was the previous 
element — round-trip: DC-Charleston- 
DC — and the next portion of the 
itinerary is DC-Charleston as the final 
points for this relocation. For John 's 
son, however, it is the first and only 
authorized travel. 

Notice also that the authorized mode 
of travel in the example is by privately- 
owned vehicle, POV, and that the 
"Remarks" at the end of this element 
again provide important information — 
such as the number of days of per 
diem authorized based on the 
Department's average daily mileage 
requirement of 440 miles when the TA 
was issued on 5/28/2012. For TAs 
issued on or after 7/15/2012 the new 
360 average mileage is in effect .) 

| 8 | Element — Domestic Relocation 

Allowances. This section includes all the 
relocation allowances to which the 
transferring employee is entitled. These 
entitlements may differ slightly depending 
on whether the employee is Civil Service 
or Foreign Service. 

(For example, the sample TA includes 
the RITA because John Doe is a Civil 
Service employee. This allowance will 
never be included on a TA for FS 
employees who have no need for this 
benefit.) 

New appointees to federal service are 
NOT eligible for any of the relocation 
allowances listed under this element. 



0 Remarks. As indicated earlier "remarks" 
following the last element of the TA also 
provide important information that you 
should read in their entirety . You are 
responsible for performing travel based 
on what is APPROVED IN YOUR 
ORDERS (TA). 

(Take a few minutes now to review the 
remarks at the end of the sample TA 
so you will know what to expect on 
your own TA. Some or all of them will 
be included on your orders. Please 
take special notice of the following: 

• Remark 4: Under the FTR, John 
Doe, as a CS employee has a total 
of 24 months to complete his entire 
move. FS employees, however, 
have only 6 months under the 
FAM. 

• Remark 7 is a standard remark on 
all TAs currently processed and 
does NOT normally apply to 
domestic moves.) 



10 



Funding Information. This section at the 
end of the document includes the Travel 
Authorization number (TA No) and TA 
date as well as the appropriate financial 
information needed to process travel and 
shipments. After reviewing your TA, 
always write down the TA number and 
date and put them somewhere for easy 
reference. You will need to include them 
on all vouchers you submit. 

(The number of the sample TA is 
"2025 126198" and its effective 
date is 05/28/2012. 

Reminder: As mentioned in "5. 
Dollar Amounts, " above, and in 
Remark "5" at the end of the TA all 
costs on travel orders are for 
budgeting purposes only.) 
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PART TWO - Sample Travel Authorization (TA) 

The sample TA begins on the next page and includes two pages . 



This page is 
intentionally left Blank 
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HU. S. Department of State 
Direct Transfer Order/lntra U.S. 07/02/2012 

Name: DOE, JOHN J SSN: ***_**_**** 

From Post: To Post: 

From ORG: To ORG: 

Actual Origin: Washington, DC, US Actual Dest: Charleston, South Carolina, US 

ETD: 08/2012 ETA: 08/2012 

EFM(s): JANE R DOE (Spouse) JAMES K DOE (Child) 

06/13/2004 

EFM AND EMPLOYEE ITINERARY: Washington, District Of Columbia, US/Charleston, South Carolina, US/Washington, 
District Of Columbia, US/Charleston, South Carolina, US 

EFM itinerary: (JAMES K DOE) Washington, District Of Columbia, US/Charleston, South Carolina, US 



1. HOUSEHUNTING TRIP 10 Calendar Days 

Location: Charleston, South Carolina, US 



E 11 



Economy Class Travel $2,836.00 
Cost Estimate: Fare * Passengers * Element Factor = 1418 * 2 * 1 = 2836 

Rental Vehicle $557.00 
Cost Estimate: Rate * Days * ElementFactor = 557 * 1 * 1 = 557 



Travel Per Diem K $69.00 
Cost Estimate: 69.00 - - EMP(1 ) SPOUSE(1 ) I 1 

Employee Per Diem $1,107.00 
Cost Estimate: 1,107.00 - - EMP(1) 

EFM Per Diem $831.00 
Cost Estimate: 831 .00 - - SPOUSE(1) 

In connection with air travel, related ground transportation is authorized in accordance with 14 FAM 562. 

Per diem authorized for house-hunting period for the employee and/or spouse is limited to the CONUS per diem rate. 

Use of rental vehicle authorized not to exceed the U.S. Government Car Rental Agreement Rate for travel while on official 
business only. 



TRANSFER TRAVEL AND EFFECTS 



0 



Mileage for POV 536 Mileage | ' | $124.00 

Cost Estimate: (Rate * Miles * ElementFactor)= (.23 * 536 * 1) = 123.28 

POV Per Diem $276.00 
Cost Estimate: 276.00 - EFM1 1(1) EFM1 2(1 ) EMP (1 ) 

Shipment of HHE 18000 lbs (8182 kg.) $6,201.00 

Cost Estimate: Rate * Weight(100s of LBS) * Element Factor = 65 * 95.4* 1 = 6201 

Temporary Storage $175.00 
Cost Estimate: Rate * Months * Element Factor = 58.23 * 2 * 1 = 174.69 

In connection with travel by privately-owned vehicle (owned by employee or an eligible family member), allowable related 
expenses (such as tolls) are authorized. When POV travel is shared by a tandem couple, only one employee may claim POV 
mileage when vouchering. 

When travel by privately-owned vehicle (owned by employee or an eligible family member) is authorized, reimbursement will 
be the actual mileage between authorized points on a direct route plus related per diem not to exceed (2) calendar days. 
The allowable travel time is based on an average of 440 miles per day normal driving distance. 

The total combined net weight of all effects shipped and stored may not exceed total allowance of 18,000 pounds or 8,163 
kilograms. 
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Authority for temporary storage at government expense will terminate 60 days after reporting for duty at station of destination. 



Domestic Relocation Allowances 



E 



Misc. Expense $1,300.00 
Cost Estimate: Miscellaneous Allowance * Element Factor = 1300 * 1 = 1300.00 

Temporary Quarters Subsistence Expense 60 Calendar days $14,391.00 
Cost Estimate: 1 4,391 .00 - EFM1 1 (1 ) EFM1 2(1 ) EMP (1 ) 

RITA (Relocation Income Tax Allowance) $2,520.00 
Cost Estimate: Average Relocation Income Tax Assistance * ElementFactor = 2520 * 1 = 2520 

Residence Transaction Allowance $3,659.00 
Cost Estimate: Average Residence Transaction Expense * ElementFactor = 3659 * 1 = 3659 

Temporary Quarters Subsistence Expenses for locations in the continental U.S. are calculated based on Standard CONUS 
per diem rate, which may be substantially less than the locality per diem rate. Note that the second 30 days are at a lower 
rate for all travelers. 



1) Reimbursements will be made on a cost-constructed basis if the employee deviates from what is authorized on this travel 
authorization. Reimbursements are not to exceed the total cost of per diem, travel, and incidental expense which would have 
been incurred had the employee performed his/her travel in accordance with the authorization. 

2) Travel Reimbursement Voucher (DS-189) must be submitted within 7 working days after completion of travel to final 
destination. A copy of this authorization must be attached. 

3) All liquidations against this travel authorization must be recorded using valid budget object codes indicating the specific 
type of expense as contained in the Financial Management Handbook (4 FAH). 

4) The maximum time allowable shall not exceed 24 months two years from the effective date of the employee's transfer or 
appointment. FTR 302.8. 

5) Costs reflected on these travel orders are standard estimates used internally for budgeting purposes. They are not to be 
used as a basis for cost-constructive travel and/or any shipments. Travel shall be performed using the method of 
transportation that will result in the greatest advantage to the U.S. Government. 

6) Travel advances are limited to 80 percent of the estimated combined total of out-of-pocket expenses. The total amount 
advanced to an employee may not exceed the estimated expenses for more than 45 calendar days of travel status in 
accordance with 4 FAH-3 H-463.1-3 and 4 FAH-3 H-463.1-4. Travel advances are issued via Electronic Funds Transfer 
(EFT); travelers checks for such purposes are not authorized. 

7) In accordance with 16 FAM 21 7. c, "each employee must ensure that he or she and all eligible family members have 
received a medical clearance before traveling to post. Failure to comply with this requirement may result in the employee not 
receiving benefits under State's Medical Program and as such the employee may be held responsible for medical travel 
and/or related expenses associated with such persons." 



"""^TA No: 

Function Code: 
Project Code: 
Approp: 

Travel Regulation: 
Requester Office: 
Approver Office: 
Auth. Officer: 



2025 1 261 98 TA Date: 05/28/201 2 

81 59 - Intra U.S. (Transfer from one U.S. Location to Another U.S. Location) 



19X4519.4 Amount: $34,046.00 

FTR Allowance Reg: FTR 

HR/CDA/AD 
HR/EX/BUD 

HR/EX- John Smith, Executive Director 
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Cost Category 


Amount 


Domestic Transf Allow (1 209) 


$21,870.00 


Air Fares(2111) 


$2,836.00 


Per Diem, Subs + OthExp(2122) 


$2,964.00 


HHE Packing + Crating(2231) 


$6,201.00 


HHE Temporary Storage(2508) 


$175.00 
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APPENDIX II : AVERAGE NET WEIGHTS for HHE ITEMS 
AVERAGE NET WEIGHT PER ARTICLE 

14 FAM Exhibit 612.3-2 

[All exhibits are at the end of FAM doc that displays.] 



Living Room 

Bench 

Bookcase - Solid Wood 
Bookshelves, Sectional 
Cabinet 
Chair: 
Arm 

Occasional 

Overstuffed 

Rocker 

Straight 
Clock, Grandfather 
Desk: 

Small 

Secretary 

Winthrop 
Floor Lamp 
Footstool 

Piano: 

Baby Grand 
Concert Grand 
Upright 

Radio: 

Portable 

Table 
Rug: 

Large 

Small 
Sofa: 

2- Cushion 

3- Cushion 
Hide-a-bed 
Studio Couch 



Stereo Equipment: 

35 Cassette Deck 

125 CD Player 

25 Speaker 

50 Tuner/Amplifier 
LP Turntable 

50 Table: 

50 Coffee, End or Nest 

90 Drop-leaf 

50 Library 

20 Occasional 
100 Television: 
Console 
1 00 Portable 
200 Table Model 

100 

20 Dining Room 

10 Buffet 
25 Chair 

Chinaware (per cubic foot) 
500 China Cabinet 

1,000 Corner Cabinet 

650 Rug: 

Large 
Small 

10 Rug Pad: 

1 5 Large 
Small 
70 Server 
20 Table, Extension 

Tea Cart 

150 

200 Bedroom 

175 Bed, Springs & Mattress: 

150 Bunk (set of 2) 



20 
35 
40 
45 
25 

35 
85 
150 
85 

160 
40 
65 



210 
35 
12 
175 
140 

70 
20 

40 
15 
100 
210 
50 



150 
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AVERAGE NET WEIGHT PER ARTICLE (Cont'd) 



Bedroom (Cont'd) 

Single 125 

Double 150 

King Size 225 

Bench: 

Dresser 30 

Vanity 25 
Chair: 

Boudoir 40 

Rocker 25 

Straight 75 

Chaise Longue 75 

Chest of Drawers 175 

Chiffonier (tall narrow chest) 1 75 

Dresser 175 

Night Table 35 
Rug: 

Large 70 

Small 20 
Rug Pad: 

Large 40 

Small 15 

Vanity 175 

Wardrobe: 

Large 280 

Small 140 

Nursery 

Bassinette 35 

Bed 100 
Chair: 

Child's 20 

High 25 

Chest of Drawers 85 

Crib 70 



Play Pen 35 
Rug: 

Large 70 

Small 20 

Table 35 

Toy Chest 25 

Kitchen 

Cabinet: 

Kitchen 200 

Utility 70 

Chair 25 

Ironing Board 15 

Roaster 35 

Stool 10 
Table: 

Breakfast 70 

Utility 35 

Appliances (Lame) 

Air Conditioner, Window 21 0 

Dehumidifier 60 

Dishwasher 140 

Dryer, Electric or Gas 175 
Freezer: 

10 cubic feet or less 210 

11 - 15 cubic feet 315 
1 1 cubic feet and over 420 

Range, Electric or Gas 21 0 
Refrigerator: 

6 cubic feet or less 210 

7 - 10 cubic feet 315 
1 6 cubic feet and over 420 

Sewing Machine in console 100 

Sewing Machine, Portable 25 

Washing Machine 200 
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AVERAGE NET WEIGHT PER ARTICLE (Cont'd) 



Porch, Outdoor Furniture 
and Equipment 

Bench, Picnic 
Bird Bath 
Chair: 

Lawn 

Porch 
Grill or Barbecue 
Gym Set, Outdoor, Child's 
Rug: 

Large 

Small 
Sand Box 

Settee (sofa w. arms/back) 
Slide, Outdoor, Child's 
Swing, Outdoor 
Table: 

Picnic 

Utility 
Umbrella, Outdoor 

Miscellaneous 

Bed: 
Day 

Roll away 
Bicycle 

Bird Cage and Stand 



35 
35 

20 
35 
40 
140 

70 
20 
50 

100 
70 

210 

140 
70 
35 



135 
100 
50 
35 



Carriage: 
Baby 

Doll or Folding 
Carton: 

Books (per cubic foot) 

Clothing 

Linens 
Clothes Hamper 
Electric Fan 
Filing Cabinet 
Golf Bags with Clubs 
Heater, Gas or Electric 
Hose, Garden and Tools 
Ladder: 

Extension 

Step 
Mower: 

Hand 

Power 
Sled 

Tool Chest 
Trash Can 
Tricycle 

Vacuum Cleaner 

Wagon 

Wheelbarrow 



75 
35 

25 
40 
65 
10 
35 
140 
40 
35 
70 

45 
25 

35 
75 
15 
100 
15 
25 
35 
35 
50 
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This page is 
intentionally left Blank 
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APPENDIX III: WHAT IS COST-CONSTRUCTION? 



Moving shipments or conducting travel on a cost-construct basis often results in costs that an 
employee must pay out of his/her own pocket. So, if you want to ship any HHE (or UAB) to/from 
locations other than the origin or destination points authorized on your TA, or make any changes to 
your approved travel itinerary please read the information in this Appendix carefully BEFORE taking 
any action. 

PART ONE of this Appendix deals with the rules and procedures for cost-constructing 
shipments - i.e., the transportation of "things." 

Then, PART TWO provides guidance on how travel is cost constructed - i.e., the 
transportation of people. 



PART ONE - Shipments 
(HHE/UAB) To or From Locations 
NOT Authorized 

Your TA explicitly identifies the point(s) where 
shipments can originate and terminate at USG 
expense. Any other starting or ending points 
for your shipments will involve cost- 
construction. 

Shipping on a cost-construct basis means that 
the Department will only pay what it would 
cost to move any shipment between the origin 
and destination named in your TA. So, if 
there are any extra costs because you select 
a different origin and/or destination, you must 
pay these additional charges. 

The following explains how officials in the 
Department's Transportation Operations 
Branch (A/LM/OPS/TTM/TO) cost-construct 
an HHE shipment. 

a. First they calculate the cost of moving the 
NET weight of your household effects 
between the authorized points. 

b. Next they determine the cost of moving 
your effects between the locations you 
designate. 

c. Finally, they compare the two costs: 



s If the cost of the latter (b) exceeds the 
cost of the former (a), you will pay the 
difference. 

s If the cost calculation shows that the 
change in shipping points does NOT 
result in any extra cost, you are "home 
free" and pay nothing. 

S If the shipping cost is less, the 

Department, not you, will receive the 
resulting financial benefit. 

Cost-construction also applies when you are 
splitting your HHE shipment between your 
new duty station and another destination. 

EXAMPLE #1 : Jane Doe is moving from 
Washington, DC, to Charleston, SC. 
These are the authorized origin and 
destination points on herTA. 

Although she is shipping 8,000 pounds 
from DC to Charleston, Jane also wants to 
ship 1,000 pounds of household effects 
from her former home in Minneapolis to 
Charleston. 

Assume that the cost of shipping 1,000 
pounds of HHE from DC to Charleston is 
$2,500. 

• If the cost of shipping the same weight 
from Minneapolis to Charleston is 
$4,000 Jane will have to pay $1 ,500 

($4,000 - $2,500) in excess charges. 
She must pay this additional cost 
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BEFORE the Department will authorize 
her shipment from Minneapolis. 

• If, however, the cost of shipping from 
Minneapolis to Charleston is only 
$2,000 because of a special rate in 
effect, she will NOT have to pay any 
freight charges. 

EXAMPLE #2 : Peter Smith is moving from 
DC to Fort Lauderdale, FL, and wants to 
ship a portion of his effects from DC to 
Boston for use by his son in college. 

As long as Peter is within his 18,000- 
pound allowance and the 12-month 
limitation for the TA, the Transportation 
Office will make the same cost 
comparisons as in the previous example. 
In this case, however, they will compare 
the DC to Boston cost with the authorized 
routing of DC to Ft. Lauderdale. 



IMPORTANT: Contact your transportation 
counselor or e-mail 

transportationquerv@state.gov to get an 
estimate of the possible cost to you BEFORE 
making any decisions on whether or not to 
ship items to/from alternate locations. 

All requests for the alternate routing of 
shipments MUST go through one of the 
transportation counselors in the 
Transportation Operations Branch. Moving 
companies are under contract to the 
Department of State and all instructions must 
come from officials in Transportation 
Operations. 

Also keep in mind that there is no 
guarantee that you will be reimbursed 
for any expenses incurred if you make 
private arrangements with any 
shipping company to move part of your 
effects and then try to claim a cost- 
construct reimbursement after-the-fact. 



PART TWO - Indirect Travel & 
Other Changes to PCS Travel 

Your TA defines your authorized itinerary. 
This itinerary determines what the USG will 
pay for your travel and the per diem 
associated with it. Any deviation from the 
authorized locations, mode, or grade/class of 
travel must be done on a cost-construct basis. 

Following are five terms that apply when cost- 
constructing travel for any Department of 
State employee: 

Cost-constructed travel: Travel based 
on a cost comparison between the cost of 
official (i.e., direct) travel and the cost of 
personal (i.e., indirect) travel. When cost 
constructing travel, the traveler can only 
claim the cost of the fare(s) the USG 
would have paid to the carrier or the cost 
of the commercial fare(s) the traveler 
actually paid carriers, whichever is less . 



«° Usually traveled route (or direct route): 
One or more routes that are essentially the 
same in travel time and cost to the USG. 

«= Direct travel: Official travel from 

authorized origin to destination that uses 
the mode of travel authorized in the TA 
and consistent with the scheduled services 
of contract and other common carriers. All 
official travel must be by a "usually 
traveled route." 

«° Indirect travel: Personal travel done on a 
cost-constructive basis against official (i.e., 
direct) travel. This travel is done by 
personal choice via an unauthorized route. 

«= Personal Financial Responsibility: 

When a traveler deviates from a "usually 
traveled route" for personal convenience, 
the traveler must bear the extra expense 
for the portion of the journey that is by an 
indirect route or for accommodations 
superior to those authorized. 

[REF: 14 FAM 51 1.3 and 585 provide the complete, 
official definitions of all five of the above terms.] 
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a. Purchase Cost-Constructed 
Travel via Carlson Wagonlit (CWT) 

If your TA authorizes travel by common carrier 
(e.g., air), Carlson Wagonlit can perform the 
cost construct calculations and make the 
reservations for your travel. Simply tell the 
CWT agent what changes you need to make 
to your authorized itinerary. They will cost 
construct the fare by comparing the new 
routing to the price the Department would 
have paid for travel via the direct routing using 
economy class tickets. Before making the 
reservation the agent will tell you what, if any, 
additional cost is involved so you can make an 
informed decision. 

• In certain cases the cost to you could 
be substantial because all cost 
construction for indirect travel must be 
based on commercial fares - and NOT 
the Government rates which apply for 
the authorized routings, such as the 
"City Pair" fares for usually travelled 
routes. 

• In other cases there may be no charge 
if there is a particularly low commercial 
rate in effect for the routing you select. 

In addition to the cost of the travel, CWT 
charges a fee for doing cost construction 
which ranges from $40 to $75. This fee is 
non-refundable and will be charged when your 
tickets are actually purchased. Although there 
is a cost for their service, it may save you 
considerable time, effort, and money. CWT 
agents are trained to understand the 
regulations and provide the most reasonable 
alternatives. 

If you decide to move ahead with the cost- 
constructed travel, you are required to pay 
CWT its fee and any additional charges before 
they will purchase your tickets. 



b. Employee-Purchased Tickets 
Require Approval 

If you deviate from your authorized itinerary 
and do not use the services of CWT, you may 
still be reimbursed for the cost the Department 
would have paid for the authorized travel. In 
this case, however, you must justify your 
expenditures and provide detailed 
documentation (e.g., all receipts and/or 
estimates along with a scanned copy of your 
TA). 

If your expenses are $100 or MORE : Your 
request must be approved by the 
Department's Office of Travel and 
Transportation Management 
(A/LM/OPS/TTM). Send a memo explaining 
why you made the change(s), scans of any 
receipts or estimates, and any other 
documentation, along with a scanned copy of 
your TA to transportationquerv@state.gov . 
(Information about any original reservations 
made through CWT may also be helpful for 
comparison purposes.) 

A Travel expert in TTM will review the 
information, determine the amount (if any) you 
may be reimbursed and send you a memo 
approving any reimbursement. You must 
include a copy of this reimbursement ^ 
memo when submitting your travel 
voucher for payment. 

NOTE: TTM determines only the 
amount you may be reimbursed for the 
actual travel and NOT for the per diem 
you are due. The voucher examiner 
will make this decision when you 
submit your PCS travel voucher 

If your expenses are LESS THAN $100 : 
Simply submit the memo detailing the reasons 
for the change(s) and all documentation, 
including receipts ,directly with your PCS 
voucher and the voucher examiner will 
determine what, if anything, you are due. 
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f. RECOMMENDATION: Before making any 
decisions on travelling via an indirect route or 
changing the mode or class of travel, send an 
e-mail to transportationquerv@state.gov . 
Although they will not do the cost construct for 
the travel (as they will for transporting HHE), 
they can tell you if what you want to do is 
covered under the regulations. 

EXAMPLE : John Jones, a Civil Service 
employee, and his wife are moving from 
Washington, DC, to Ft. Lauderdale, FL, 
and "POV" is the authorized mode of 
travel. Since neither John nor his wife 
want to make the long drive to Florida, he 
checks into the cost of AMTRAK's Auto 
Train and discovers that the fare for both 
of them and their car is only about $700 
total . 

Cost Breakdown : $1 96.00 Coach fare 
for 2 people ($98 each); $199.00 for 
"roomette' sleeping quarters; $305.00 
for the couples large van/suv. 

John has made some initial calculations 
and he believes it will cost the USG less if 
they take the Auto Tran than if they drive 
because of the mileage rate and the three 
days of per diem for which they are 
eligible. Total travel time will only be 17.5 
hours overnight -- and, it will be a much 
more comfortable trip! 



Before purchasing the ticket, however, 
John decides to e-mail 
transportationquerv@state.gov just to 
make certain he's on the right track. A 
wise move since he discovers the 
following: 

The Department will only pay for the basic 
coach fare ticket available on that date for 
John and his wife - only $98 per person 
($1 96 total). This is the fare that does 
NOT include either sleeping 
accommodations or the cost of 
transporting his car because "lodging" 
cannot be applied to sleeping 
accommodations and transportation of 
John's POV is NOT authorized. 

So, John and his wife decide to drive their 
car to Ft. Lauderdale and save about 
$500. 

[Note: Since the couple will travel by POV as 
authorized on John's TA, they are eligible for 
CONUS per diem for the allowable travel 
days. (100% for John + 75% for his wife.) If 
they were to travel via AMTRAK, they will 
each be eligible for only 75% of the authorized 
CONUS M&IE for the first and last day of 
travel.] 
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APPENDIX IV : INSURANCE AND CLAIMS 

The information in this Appendix is extremely important because it deals with property YOU OWN 
(your HHE), and how to make sure it can be fully replaced in the event of loss or damage - 
and at the least cost to you. Keep in mind that "the least cost to you" may involve paying for some 
additional private insurance coverage up front, rather than having to pay-in-full for items not covered 
by the USG or the Department's contract movers. The three parts of this appendix will give you 
some of the details you need to answer the following question: 

Do I really need private insurance for my HHE shipment? 

PART ONE identifies the limitations of the coverage provided by the USG and State 
Department contract packers/movers. 

PART TWO explains why most employees need private insurance and provides other 
helpful information. 

YIKESH How can I pet reimbursed for the losses and damape to my shipment? 

PART THREE tells you what to do first if there is loss/damage to your shipment, provides a 
reference to the Claims website for guidance on how to file a claim, as well as contact 
information if you have any specific questions. 



PART ONE - Is Your HHE 
Covered? 

The two subheadings under this first Part of 
the Appendix describe the basic coverage 
provided by the USG and Department 
contractors. 

a. Entitlement Under Employees' 
Claims Act 

The U.S. Government provides limited 
compensation if there is loss or damage to 
employees' effects, incident to their official 
service. The Military Personnel and Civilian 
Employees' Claims Act of 1964 was not 
designed to serve as primary insurance - only 
as a backup mechanism. 

This Act will NOT fully compensate you for 
the loss of your HHE. The maximum amount 
payable for loss/damage under the Claims Act 
is $40,000, but there are also per-item 
limits. 



[REF: 14FAM 640, Exhibit 644.2 

provides a "Table of Maximum Amounts 
Allowable" for various kinds of items.] 

In addition reimbursement in most cases is for 
the depreciated value of items - NOT for 
their replacement value ( a very significant 
difference) ! 

S The Act also does NOT provide coverage 
for cash or "small high value" items (e.g., 
watches, jewelry) when they are shipped 
as HHE or in your unaccompanied 
baggage because they are easily 
pilferable when in transit or in storage. 

s It does, however, cover these "small, high 
value items" if you are carrying them at the 
time of the loss or damage. So, carry any 
small, easily-pilferable items with you 
when you travel - and do NOT put them in 
checked baggage. 

The intention of the above summary is simply 
to acquaint you with the limitations of the 
Claims Act. If you want more complete details 
on the Act's limitations, refer to 14 FAM 640 . 
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b. Contract Packers/Movers 
Liability? 

The Department's contractors also assume 
some responsibility for your goods. The 
packing company is liable for loss and/or 
damage to HHE while in its control or custody. 
Note that this applies only to those items 
packed by the movers -- NOT to anything 
packed by the employee - and to those 
shipments totaling 1 ,000 lbs net weight or 
MORE. 

[Note: Usually the Department ships HHE 
a, weighing less than 1 ,000 pounds (net 
weight) using the direct procurement 
method (DPM). In these cases the 
contract shipper is not liable and any claim 
must be filed with employees' private 
insurers OR under the limited liability 
provided under the Claims Act. If you 
have a shipment totaling less than 1,000 
pounds contact your transportation 



counselor and ask whether or not it is 
being shipped by DPM. There are 
exceptions.] 

Contract packers have a maximum liability 
above which they will not settle. For domestic 
(CONUS) moves, this maximum liability is 
currently $6.50/lb. and covers the cost of 
repair or replacement value. Thus, a small 
5,000-pound shipment or storage lot would 
have a maximum value of $32,500. This does 
not mean, however, that you would receive 
this amount if your HHE is damaged or lost; it 
simply means that $32,500 would be the 
maximum amount for which the contractor 
would be liable. 

IMPORTANT: Contractors' liability does NOT 
cover any damage or loss resulting from 

"acts of God," such as hurricanes, tornados, 
floods, and other natural disasters. 



PART TWO - Do You Need 
Private Insurance? 

a. Why Buy Private Insurance for 
Your HHE? 

Following are some of the reasons why the 
Department strongly recommends that you 
purchase private insurance to supplement the 
minimum safeguards already in place: 

S The Claims Act reimburses the majority of 
items at less than replacement cost. 

EXAMPLE : A chair purchased for 
$250 in 1993 would probably cost 
$550 to replace today. Under the 
Claims Act reimbursement would only 
be $155 due to depreciation. 

Although the USG recognizes that some 
items appreciate in value, for the most 
part, items are depreciated and you will 
NOT recoup the current value. 



V There are limits on the amount of 
reimbursement under 14 FAM 640 for 
certain items, such as expensive hobby 
equipment, jewelry, furs. You will need 
private commercial insurance to recoup 
any value over these limits. 

s Only private insurance will cover items 
which are packed by the employee. 

The USG will NOT pay for items packed- 
by-owner. Also, if you elect to pack any 
items yourself, the packing company will 
assume no liability whatsoever for damage 
to those items. (This is one of the reasons 
why the Department reguires its packing 
contractors to open all pre-packed boxes and 
to re-pack them if not properly packed - as 
noted earlier in this Guide under Step 6 of Part 
3 to Section G.) 

S You can purchase private insurance that 
will cover loss by a natural disaster ("act of 
God") which Department contractors will 
NOT cover. 
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SAMPLE SCENARIO : Assume you 
have moved from Washington, DC, to 
the U.S. Passport Office in Charleston, 
SC, and your HHE is in temporary 
storage there until you move into your 
new residence. High winds during a 
tropical storm flood the warehouse 
where your property is stored and most 
items are a total loss. If you don't have 
private insurance, you will only be able 
to seek help via the Claims Act. Since 
it only reimburses you based on 
depreciated value, you may need to 
spend a great deal of your own money 
to replace your HHE. 

S Private insurance can enable you to cover 
the cost of repair or replacement up to a 
higher maximum dollar amount than 
what the Department's contractors will pay 
in the event of damage or loss. 

b. What Kind of Insurance to 
Consider? 

Following are some recommendations to 
consider when purchasing commercial 
insurance for your HHE: 

S Any private insurance you purchase 
should include coverage for both loss 
and damage of household effects shipped 
and stored - and make certain that 
reimbursement is at FULL 
REPLACEMENT VALUE. 

S Since most insurance policies only 
reimburse in the event of outright loss or 
standing (non-flood) water, determine the 
extent of the policy's coverage and make 
certain it covers BOTH loss and damage 
(i.e., "breakage, rubbing and marring"). 

S Decide whether you want to pay a bit 
extra to include a clause covering 
natural disasters like hurricanes, 
tornadoes, floods, etc. (often called "acts 
of God"). 



s Decide also if you want to purchase 
additional insurance to cover any "small 
high value" items you carry with you. 

S Beware of limitations and provisions for 
depreciation and other reductions built into 
many policies. 

Always READ any policy closely before 
purchasing it to make certain it includes the 
coverage you want and need! Don't simply 
trust what anyone tells you. Many insurance 
policies EXCLUDE damages for items moved, 
stored, or damaged due to mishandling, 
breaking, or scraping as a result of a move . 

c. Where to Look for Insurance? 

Don't procrastinate: start looking now. 
Remember that you must have your 
property insured BEFORE it is packed-out. 

In addition, those of you who have moved 
internationally may be surprised to find out 
that the company you used for your previous 
moves will NOT provide coverage for 
domestic (CONUS) moves. Most companies 
specialize and handle insurance for either 
domestic or international moves, rarely both. 
So, you will probably need to look elsewhere. 

S One of the best places to look for 
insurance may be with an insurance 
company you already know and trust, such 
as where you have your homeowners, 
renters, or even car insurance. Often they 
can provide the coverage you need. (If 
not, they may be able to suggest a 
company that can.) 

S Another obvious source is friends and 
colleagues who may have made a 
domestic move recently. 

S The Internet is another excellent resource 
for obtaining information on available 
companies who will provide personal 
property insurance. We suggest 
searching (for example with Google) using 
the phrase "in transit personal property 
insurance." 
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s The Department contractor selected to of coverage. You should, however, check 

handle your move can also provide around since many companies offer 

additional coverage (at your cost) for your comparable coverage at a LOWER cost. 
HHE. The cost is 85 cents for every $1 00 



PART THREE - Filing a Claim 

In the event of loss or damage to any of your 
HHE, tell the crew chief immediately, show 
him any damage, and take pictures to 
document it. As soon as possible call your 
contact at the moving company to let them 
know there is a problem. 

S If you have private insurance , and file a 
claim first with your private insurance 
company. (Call them as soon as possible 
so they can tell you what to do.) The 
insurance company will coordinate with 
the moving company to determine liability. 
Claims against the USG may only be 
considered AFTER a private insurance 
company has completely settled a claim. 

S If you do NOT have private insurance, file 
a claim with the moving company. Call 
your contact person with the moving 
company and ask them how to initiate a 
claim. If you have any questions on who 
to call, ask your transportation counselor. 

S In all cases, send an e-mail to 

ClaimsQuerv@state.gov indicating that 
you intend to file a claim for loss/damage 
with the USG and identify the 
loss/damage, briefly. 

(This simple e-mail will serve as the 
intent-to-file memorandum you are 
required to submit within 75 days 
from the date of delivery to be 
eligible to file a claim against the 
USG for damage/loss. This memo of 
in ten t does NOT mean that you MUST 
file a claim with the USG , but covers 
you if you do not get reimbursement 
from your insurance carrier or the 
moving company.) 



Next go to the Department's Claims website 
using the following link, 
http://almopsttm.a.state.qov/claims.asp 

from a computer with access to the 
Department's OpenNet System (NOT via the 
Internet). 

This site provides complete information 
on procedures for filing claims and 
contact names and telephone 
numbers. It is a MUST-view for 
anyone who needs information on the 
claims process. The site is well- 
organized and presents guidance in an 
easy-to-read format. 

If you do NOT have access to the 
Department's OpenNet or have any 
questions, e-mail ClaimsQuerv@state.qov 

as soon as possible asking for assistance. 
Make certain to include a telephone number 
and e-mail address where you can be 
reached. A Claims Assistance Officer will call 
or e-mail you within 24 hours of receiving your 
e-mail. 

Alternatively, you may call one of the following 
contacts in the Department's Claims Office: 



Name Phone 



Donna M. Williams 
Team Leader 


(202) 663-0936 


Jewel Woodard 


(202) 663-0941 


Carolyn Baker 


(202) 663-0938 
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APPENDIX V : SPECIAL CRATING LIMITATIONS 

The following list is taken from 14 FAM Exhibit 61 1 .6 . 

[All exhibits are at the end of FAM doc that displays.] 



PART ONE - Items that MAY be 
Approved for Crating 

*■ FINE ART WORK (to include vases, 
pictures, paintings and sculptures) with a 
documented value over $2100 per item 
or per set 

«" GLASS / MARBLE / SLATE TABLE 

TOPS, minimum size of 36x36 inches with 
a replacement value of $500 or greater , 

and which will not fit in a normal storage 
vault or lift van . 

«■ CRYSTAL CHANDELIER with appraised 
value over $2100 

«" BABY GRAND PIANOS 



PART TWO - Items that WILL 
NOT be Approved for Crating 

*• Any WOOD FURNITURE, 

OVERSTUFFED CHAIRS or SOFAS, 
WALL DIVIDERS, WALL UNITS, CHINA 
HUTCHES or CABINETS. 

«- TAXIDERMIED or STUFFED ANIMAL 
TROPHIES 

«- Any ELECTRONIC EQUIPMENT 

Any PLAYGROUND EQUPMENT 

»■ Any ATHLETIC /EXERCISE 
EQUIPMENT 

UPRIGHT /ELECTRIC PIANO 

SURFBOARDS 

«- LADDERS, TOOLS, or YARD 
MAINTENANCE EQUIPMENT 

SHIP /AIRPLANE OR OTHER 
LARGE MODELS 

*■ MATTRESSES 

*■ FISH TANKS 

BICYCLES 

CLOCKS 

MUSICAL INSTRUMENTS 

«° ARTWORK with appraised value 
under $2,100 

^ HAT /COAT RACK 

Any ITEMS GONG INTO [long-term] 
STORAGE 

CRYSTAL CHANDELIER with 
appraised value under $2100 

DOLL HOUSE 
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APPENDIX VI : WHY YOU NEED AN INVENTORY! 

The Inventory is the document the packer gives you when your household effects are packed out. 
This document is a "statement" of what the packer has picked up from you and may also describe 
the condition of your goods at the time of packing. The inventory must be signed by both you and 
the packing crew chief. It should include any fragile or high value items included in the shipment to 
ensure that the packer takes responsibility for them and is liable in case of their damage or loss. 
Since high-value items (those valued at over $1,000) are included on the high-value list for the 
Claims Office, the value need not be specified on the inventory. 

You should receive a separate inventory list for each individual shipment the company has packed - 
for example, HHE, UAB, and Storage (only if lonp-term storage is authorized). 



Your INVENTORY is a vital 
document. It is - 

«" THE ONL Y RECORD YOU HA VE THA T 
YOUR HOUSEHOLD EFFECTS WERE 
PACKED! 

A group of complete strangers has entered 
your home, removed your belongings and 
assured you that you will see your things 
again in the future. Without an inventory, 
you have no record that someone else has 
assumed responsibility for your effects 
while in transit and/or storage for their safe 
return. 

It is wise to compile a more detailed 
inventory for personal reference even 
BEFORE your pack-out day. (Pictures or 
videos of items are particularly useful.) 
This personal inventory is helpful when 
removing items from storage or for 
determining the extent of loss if preparing 
a claim becomes necessary. 

(REF: See Parts 5 and 6 of 
Section D in this Guide on 
documenting what you own - 
especially high value items.] 

^ The BASIS for filing a claim if there is a 
loss. The inventory serves again as 



evidence that the item existed and that the 
claim is legitimate. 

Without a copy of the inventory, your 
insurance company and the 
Department's Claims Office will require 
substantial additional proof to establish 
that a loss has occurred. 

«° The RECORD to use when your 
household effects arrive at their 
destination. 

By checking items off as they enter your 
home, any missing items and/or items 
designated for storage and erroneously 
shipped are quickly identified; 

«° EVIDENCE that an item should have been 
placed in permanent storage but was 
shipped, or vice versa . 

If effects that were marked for shipment 
are found in the storage lot, the packing 
company will be required to prepare them 
for shipment at no expense to the 
Government and can be assessed 
liquidated damages for unnecessary delay 
in preparing and releasing the shipment; 

ft GET YOUR COPY OF THE 

INVENTORY AND CARRY IT WITH 
YOU! 
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APPENDIX VII : SOME OPTIONS FOR TEMPORARY QUARTERS 

Before making a decision, think about the kind of temporary quarters that would best suit the needs 
of you and your family. There are various options open to you. Following are some examples of 
places you might consider depending upon their availability in each location, the number of people to 
house, and the amount you want to spend. Keep in mind as you look through the options that prices 
for each vary greatly depending on the area and amenities offered. 



1. Standard hotel or motel room : In many 
cases these are the most expensive, but 
you can usually find less costly rooms to 
meet your needs. Employees often use 
this option as temporary quarters before 
leaving the current (old) duty station. 

2. "Residence" type hotel or motel with a 
small kitchen area and sometimes even a 
separate living-room area: If you enjoy 
cooking, are on a special diet, or simply 
want to save money, these are good 
options - and in many cases you will have 
more space than most standard hotel 
rooms. Because they are less confining, a 
residence hotel/motel is also a better 
option if you need lodging for two-three 
weeks. In many locations you can find 
quality places at very reasonable prices. 

3. "Corporate" apartments or other furnished, 
short-term rentals : For anyone who will 
require temporary lodging for 30-days or 
more, this may be a wise option. They are 
often the best bargain for cost, space, and 
freedom. Most will provide adequate 
furniture and furnishings (plates, utensils, 
cookware, bedding, towels, etc) for the 
size unit you rent and the number of 
people who will be staying with you. In 
almost all cases, basic TV, cable, internet, 
and phone are included in the price. 

• In some locations you may be able to 
rent a corporate-type apartment for 
only a couple of weeks, but some 
states (like both North and South 



Carolina) have laws limiting corporate 
rentals to a MINIMUM of 30-days. 

• One way to find out what is available in 
your old/new location(s) is simply to 
search the Internet for "corporate 
apartments in or near [insert location]." 
Make sure to investigate a few 
possibilities and check prices and 
amenities - and don't be afraid to 
bargain. Be sure to ask if the rental 
company has local offices. Often the 
larger corporate rental companies will 
simply sublet an apartment for you 
from a local corporate rental company 
and pass on their overhead to you. It 
is usually cheaper and wiser to rent 
from a company with a local office. 

• Employees moving to the DC area 
should e-mail hrpcslodqin@state.gov 
to ask for recommendations. Even 
though TQSE recipients do NOT 
qualify for the PCS Lodging Program, 
they will provide you with the names of 
some corporate vendors who can 
assist State Department employees 
find alternative temporary housing. 

(FYI: under PCS Lodging Program, the 
Department pays an employee's 
lodging costs directly and the 
employee only submits a voucher for 
other expenses. In most cases the 
program can only accommodate 
employees on locality per diem in its 
contract with Oakwood Corporate 
Apartments.) 
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4. Subletting an apartment or house : This is 
an option that few people consider, but 
one that can work well - especially if you 
are moving near a beach or resort area 
during the "off-season." 

(Popular Internet sites, such as 
"Craigslist" may come up with some 
interesting possibilities.) 

There is no reason why you can't enjoy life 
when making a move! In all cases, 
however, get references and use caution 
when renting from a private individual. 

A few cautions when renting from a 
private individual: 

When renting a property from any private 
individual (including colleagues, friends or 
relatives, and any Department employee) 
while on official business, including 
permanent change of station, you must be 
able to show that: 

• The individual is in the business of 
renting property and that the property 
involved is rented regularly. 

• The rental income is claimed by the 
individual as income and reported as 
such to the IRS. 



• The transaction is at arms length 
between the employee and the other 
person. This means a lease is signed 
no different than that of the landlords 
other tenants - a regular business 
transaction. 

The reason for these requirements is 
when an employee secures temporary 
lodgings in a private property, held by any 
of the above individuals, questions may 
arise as to whether the expenses claimed 
were actually spent for the lodgings, or 
were merely transfers of money arranged 
for the purpose of supporting a claim 
against the Government and thereby 
enriching both the employee and the host. 
If the employee can show that payment 
was for the use of quarters which were 
furnished as a business proposition, then, 
reimbursement is appropriate (assuming 
the reasonableness test is also met). The 
best evidence that a business 
arrangement is involved is the 
demonstration of a continuing practice of 
the individual renting the property for an 
established price and that the property has 
been and is available to the general public. 



NOTE for Single Employees with no EFMs or Employees Relocating w/o Family: 

You may find yourself a bit disadvantaged when moving to a location where the costs for temporary 
lodging are higher. Since TQSE uses the Standard CONUS rate for reimbursement, rather than the 
higher locality rate, TQSE may NOT cover many of your subsistence expenses in areas with a 
higher cost-of-living. Remember, however, that TQSE is a supplement and was never intended to 
cover all of an employee's expenses, just to help out. 

As an example, an employee moving to Charleston, SC, was able to lease a one-bedroom, 
corporate apartment with all the amenities and in an excellent location for only $66 per day! 
But, when transferring back to the Washington, DC, area, the cheapest one-bedroom she 
could locate was $114 per day - and that was a bargain she had a hard time finding! In 
2010 when she relocated the total Standard CONUS per diem (lodging & M&IE) was only 
$116 per day, so her TQSE reimbursement obviously didn't cover all her expenses - but did 
pay for her lodging. 
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APPENDIX VIII : RTA— REIMBURSEMENTS FOR SELLING A HOME 

Residence Transaction Allowances (RTAs) will reimburse you for certain expenses connected with 
selling ONE home at your old duty station. It must be the residence you are/were occupying when 
notified of your transfer. In addition, the total reimbursements paid to you for the sale shall NOT 
exceed 10% of the actual sales price. 

PART ONE of this Appendix lists some of the costs for which you may claim 
reimbursement when selling a home. 

Then, PART TWO identifies the documents you must provide so that voucher examiners in 
RM/GFSC can determine the amount of your reimbursement. 




PART ONE - Reimbursable 
Expenses 

The following list includes the most common 
kinds of expenses for which you may be 
reimbursed when selling a residence: 

S Appraisal fee to determine a sales price 
(NOT the lender's appraisal fee, must be a 
third party fee only); 

S Advertising fees (only if not included in the 
broker's commission, and results in a 
consummated sale); 

S Commissions (broker's fees or real estate 
commissions); 

S Document preparation fees; 

S Escrow and Sub-escrow fees; 

S Excise Tax (applicable to Washington 
State) 

S Guaranty Fee (Applicable to Texas State) 

S Inspections and Certifications (includes: 
pest, structural, flood, electrical, plumbing, 
environmental testing, and other property 
inspection fees); 



s Certifications (includes certifications for 
liens and delinquent taxes) 

[Note: It does NOT include the disposition 
of the lien and/or payment of the 
delinquent taxes.] 

S Mortgage Title insurance (owner's 
coverage only); 

s Prepayment of mortgage penalty (not to 
exceed three months); 

S Re-conveyance fee; 

s Recording fees (release of mortgage); 

s Settlement of Closing fees; 

S Tax/Stamp (city, county, state); 

S Transfer taxes 

S City Lien inquiry fee; 

S Compliance fees. 



For a complete 
listing of all 
reimbursable 
expenses for 
sale/purchase of a 
residence, see 
FTR 302-11.200 
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PART TWO - Required 
Documents for Sale 
Reimbursement 



Apply for reimbursement as soon as possible 
AFTER settlement when the sale is final. 
Reminder: settlement must be completed no 
later than ONE-year from the date you 
reported for duty. Make certain to attach all 
documents related to the sale and settlement 
of the residence and any other paperwork 
necessary to support the expenses you claim, 
including receipts or cancelled checks 
documenting inspection fees, cost of credit 
reports, etc. (More is always better than 
less!) 

Following is a more specific list of the forms 
and documents you should submit: 

S Travel Reimbursement Voucher, SF- 
1012- 

• Enter total amount you are claiming on 
Page 2. 

• The form must be signed by you 
(employee) and the approving official. 

s Claim for Reimbursement of Closing 
Costs for Sale of Old Residence, DS- 
4011 - 

• Enter total amount you are claiming in 
the appropriate spaces. 

• Attach all supporting documents 
related to the sale and settlement of 
your residence which 

o identify the authorized 
expenses you incurred 
and 

o confirm that you have paid 
them. Include invoices, 
receipts, and proofs of payment 
(i.e., copies of credit card and 
bank statements, or front and 
back copies of checks). 



s Settlement Statement, HUD-1 - 

• The form must be signed by 

o you (employee)-Seller(s), 
o Settlement agent. 

• If the Settlement agent has NOT 
signed the form, make certain that the 
HUD-1 has been certified by the 
settlement agent/title company as a 
true and correct copy. 

s Receipts for expenses paid outside of 
closing, but a part of closing (POC). 

S PAT Travel Authorization covering your 
transfer - 

S Continued Service Agreement signed by 
you as a condition of the USG paying 
allowances and other transfer benefits. 



Reminder: 

Both the SF-1012 and the DS-4011 
are available as eForms via the 
OpenNet. 
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APPENDIX IX : RTA— REIMBURSEMENTS FOR BUYING A HOME 

Residence Transaction Allowances (RTAs) will reimburse you for certain expenses connected with 
buying a home at your new duty station - and you do NOT need to sell a residence at your old duty 
station to qualify. The total compensation paid to you for the purchase shall NOT exceed 5% 
of the actual purchase price. 

PART ONE of this Appendix lists some of the costs for which you may 
claim reimbursement when buying a home. 

Then, PART TWO points out the kinds of expenses related to your home purchase for which 
the USG will NOT reimburse you . 

Then, PART THREE identifies the documents you must provide so that voucher examiners 
in RM/GFSC can determine the amount of your reimbursement. 




PART ONE - Reimbursable Costs 
When Buying 

Following are some of the costs for which you 
may be reimbursed if they are customarily 
paid by the buyer at your new duty station: 

S Appraisal fee (only one fee, and only for 
the mortgage company that approved your 
loan); 

S Attorney fees (must be itemized); 

S Power of attorney fees (must include the 
power of attorney in package); 

S Credit Report (only one fee, and only for 
the mortgage company that approved your 
loan); 

S Document preparation fees; 

S Escrow and Sub-escrow fees; 

S Flood Certification, if required; 

S Inspections specifically required as a pre- 
condition in obtaining your mortgage 
(includes pest, structural, flood, electrical, 
plumbing, environmental testing and 
property inspection fees); 

S Initial Radon test (only if required by an 
area governing authority); 



S Lender's inspection fee 

S Loan application fee; 

S Loan assumption fee; 

S Loan origination fee. (not to exceed 1% of 
loan amount without additional required 
documentation); 

S Mortgage title insurance - lender's 
coverage only; 

s Notary fees; 

S Re-conveyance fees; 

s Recording fees (mortgage and deed); 

s Settlement and Closing fees; 

S Tax Stamp (city, county, and state); 

S Title search, Title Examination, Title 
Abstract, Title Binder, Title restrictions, 
Title endorsements; 

S Survey fees; 

S Sales Tax; 

For a complete 
S Transfer / listing of all 
taxes / reimbursable 

expenses for 
sale/purchase of a 
residence, see 
FTR 302-11.200 
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PART TWO - Non- Reimbursable 
Costs When Buying 

Following are some of the costs that are 
NEVER reimbursable under the RTAs when 
purchasing a home: 

S Amortization schedule; 
S Assessments; 

S Commissions (broker's fees or real estate 
commissions); 

S Buy down costs; 

S Buyer assuming any of the seller's costs or 
any costs customarily paid by the seller 
even if negotiated by contract; 

S Commitment of warehouse fees; 

S Construction costs; 

S Courier, messenger, or delivery fees; 

S Expenses incurred on purchase that are 
not consummated; 

S Fax and wire fees; 

S Long distance phone calls; 

S Home warranty fee; 



S Insurance - Hazard, Property, Flood, 
Mortgage and other types of property 
insurance; 

s Lien or encumbrance - Cost of settling or 
disposing; 

S Loan or mortgage discount points; 

s Loan tie-in-fee; 

V Mortgage insurance premiums; 

V Repairs, capital improvements, pest 
treatments, radon remedial work; 

V Pro-rate property taxes; 

V Seller assuming any of the buyer's costs 
or any costs customarily paid by the buyer 
even if negotiated by contract; 

S Tax service fee on purchase; 

S Underwriting fee; 

S V.A. Funding fee. 



For a description of 

costs NOT 
reimbursable under 
RTAs when buying 
a residence, see 
FTR302-1 1.202 



PART THREE of this Appendix begins on the next page 
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PART THREE - Required 
Documents for Purchase 
Reimbursement 




Apply for reimbursement as soon as possible 
AFTER settlement when the purchase is final. 
Reminder: settlement must be completed no 
later than ONE-year from the date you 
reported for duty (just like when selling your 
home). Make certain to attach all documents 
related to the purchase and settlement of the 
residence and any other paperwork necessary 
to support the expenses you claim, including 
receipts or cancelled checks documenting 
expenses. (Again, more is always better 
than less!) 

Following is a more specific list of the forms 
and documents you should submit: 

S Travel Reimbursement Voucher, SF- 
1012- 

• Enter total amount you are claiming on 
Page 2. 

• The form must be signed by you 
(employee) and the approving official. 



S Settlement Statement, HUD-1 - 

• The form must be signed by 

o you (employee)-Buyer(s), 
o Settlement agent. 

• If the Settlement agent has NOT 
signed the form, make certain that the 
HUD-1 has been certified by the 
settlement agent/title company as a 
true and correct copy. 

s Receipts for expenses paid outside of 
closing, but a part of closing (POC). 

S PAT Travel Authorization covering your 
transfer - 

S Continued Service Agreement signed by 
you as a condition of the USG paying 
allowances and other transfer benefits. 



Reminder: 



! Both the SF-1012 and the DS-4010 
s Claim for Reimbursement of Closing ) are available as eForms via the 
Costs for Purchase of New Residence, ) OpenNet. 

DS-4010 - : - 

• Enter total amount you are claiming in 
the appropriate spaces. 

• Attach all supporting documents 
related to the sale and settlement of 
your residence which 

o identify the authorized 
expenses you incurred 
and 

o confirm that you have paid 
them. Include invoices, 
receipts, and proofs of payment 
(i.e., copies of credit card and 
bank statements, or front and 
back copies of checks). 
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APPENDIX X: TQSE - FORMAT FOR TRACKING EXPENSES 



This format is also available as an Excel Spreadsheet. Simply click on the following link to download a copy of 
the form: TQSE Tracking Worksheet — or, type the following into your browser http://www.state.gOv/m/a/c8026.htm 





Date 


Breakfast 


Lunch 


Dinner 


Groceries 


Meals 
Total 


Dry Cleaning 
Laundry 


Daily Total 
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Monthly Totals - 









I certify that the meals and dry cleaning expenses are true and accurate. 



PRINT Employee Name 

Signature: 

Date: 
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APPENDIX XI: MOVES CONUS-OCONUS OR OCONUS-CONUS 



Reserved: Information will be inserted in a future update of this Guide. 



Page 129 (7-16-2012) 



